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DESCRIPTORS~ %*ADMINISTRATIVE POLICY, *FINANCIAL POLICY,
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*TRADE AND INDUSTRIAL EDUCATION, STATE STANDARDS, *FROJECT
TRAINING JOBS, ACCOUNTING, RECORDKEEFING, VOCATICNAL SCHOOLS,
WORK EXPERIENCE FPROGRAMS, FROGRAM GUIDES,

TRAINING ON “"REAL JOBS* HAS LONG BEEN AN ESTABLISHED
POLICY OF THE CONNECTICUT VOCATIONAL~TECHNICAL SCHCOLS.
JUSTIFICATION FOR SCHOOL FARTICIPATION IN THE FIELD OF ACTUAL
COMMERCIAL WORK IS THAT SUCH WORK IS NECESSARY FOR VALIT AND
COMPLETE TRAINING OF THE STUDENT. REAL JOBS MUST BE
‘RECOGNIZED FOR WHAT THEY ARE, IMPORTANT MEDIA OF TRAINING,
NOT MEANS OF PRODUCING ARTICLES OR SERVICES FOR SALE. THIS
MANUAL PROVIDES A FOLICY FRAMEWORK WITHIN WHICH REAL WORK
EXPERIENCES AS AN ELEMENT OF INSTRUCTION MAY BE ORGANIZED AND
MAINTAINED TO BEST ADVANTAGE IN THE VOCATIONAL-TECHNICAL
SCHOOLS. POLICIES ARE GIVEN FOR (1) ASFECTS RELATING TO THE
PUBLIC INTEREST, (2) GENERAL PROVISIONS FOR FRODUCTION WORK
AUTHORIZATION, (3) CONTRACT IMFLICATIONS AND
RESPONSIBILITIES, AND (4) CLASSIFICATION OF CHANGES AND
DISCOUNTS. THE MANUAL ALSO PRESENTS A SFECIFIC UNIFIED
RECORDING AND ACCOUNTING SYSTEM WHICH MUST BE FOLLOWED IN
PREPARING ESTIMATES, QUOTING FRICES, FROCESSING, AND
COMPLETING ALL PRODUCTION WORK IN VOCATIONAL-TECHNICAL
SCHOOLS. THIS SYSTEM REQUIRES THAT SUCH RECORES BE MAINTAINED
BY THE SCHOOLS AS NECESSARY TO CONVEY PRESCRIBED INFORMATION
TO THE DIVISION OF VOCATIONAL EDUCATION ANC TO THE OFFICE OF
BEPARTMENTAL ADMINISTRATION. A TABLE OF FORMS INDICATING THE
NECESSARY NUMBER OF COPIES TO BE SENT TO THE VARIOUS OFFICES
AND AGENCIES AND A DETAILEC SUBJECT INDEX ARE INCLUDED. (HC)
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FOREVORD

Legal Basis of the Vocational Industrial Fund
in comnection with
Operations of the Connecticut Vocational-Technical Schools

Training on "rsal jobs™ has long been an established policy of the
Connecticut Vocational-Technical Schools, particularly in the operative
or skill phases of instruction, In recognition of the proven values of
this policy and to properly provide for it, the Genseral Asgsembly of 1929
enacted legislation establishing an "Industrial Fund for the State Board

of Education",., Subsequent legislation has expanded the original Act, so
that it now reads as follows:

"The state board of education shall use the industrial fund,
established in connection with its administration of vocational
education, as a revolving fund in securing personsl services,
contractual services and such materials and supplies, with such
equipment as may be chargeable to the cost of a specific pro-
duction contract, in the establishment and continuance of such
productive work as vocational scheols perform in connection
with the board's educational program for such schools, Claims
against the state in behalf of said board shall be paid by
order of the comptroller drawn against said fund., The proceeds
of all sales resulting from the productive work of the schools
shall be paid into the state treasury and credited to said fund,
Within ten months after the cloge of each fiscal period any
balance as of the close of such fiscal period, in excess of

one hundred twenty thousand dollars, as showm by the inventory
of manufactured articles, material on hand or in process of
being manufactured, bills receivable and cash balance, after

deduction of obligations, in the industrial fund, shall revert
to the general fund."

For budgetary and accounting purposes, this fund is considered g
Working Capital Fund, and is designated as the "6,8 Fund", in accordance
with the Comptroller!s classification as indicated in Stander® Practice
Instructions, Bulletin No. 1.




SECTION 1

GENERAL POLICIES
I, INTRODUCTORY
a. Purpose

This section is intended to provide a policy framework witihin
which real work experiences as an element of instruction may be
organized and maintained to best advantage in the vocational-tech-
nical schools.,

B. Justification of Real Work Program

Justification of school participation in the field of r~tual
commercial work is that such work is necessary for valid and com-
plete training of the student. If a school program aims to provide,
as & part of its offerings, reasonably good training in trade judg-
ment and operative skills, actual work under usual conditions is
obviously essential., Where such real work experiences are not pro=-
vided, vitally needed values are lost or at least greatly dimin-
ished. The history of apprenticeship, both ancient and modern,
points to a continuing recognition that experiences on real work
are imperative if good vocational preparation is to result,

C. Differences in Business and School Objectives

There are, however, important differences between the con-
tractor or industrialist engaged in private business and the
vocational-technical school's total education program. These
differences need to be fully understood by both administrative
and instructional staffs otherwise the objectives may become con-
fused and the program correspondingly abortive. FPrivate business
is primarily organized for profit and whatever training may be
carried on is more or less secondary or incidental. ‘The voca-
tional-technical school on the other hand is organized for educa-
tion and vocational training in proper balance. Its primary busi-
ness, therefore, is the development of human values,

Obviously, then, the producing of commercial jobs is not the
primary function of a vocational-technical school and should never
become a dominating factor in school outlook or policy. On the
other hand, real jobs must be recognized for what they are, im-
portant media of training, and not dismissed from mind merely
because it can be shown that the school is not expressly engsged
in producing articles for sale. In the practical phases of the
training there is very evident relationship between the quality
of the job and the kind of instruction the student receives,




II. ASPECTS RELATED TO THE PUBLIC INTEREST
A. Schools Not in Competition with Private Industry

An elcment which usually needs clarification in the public
mind is the somewhat natural assumption that the vocationel-tech-
nical school may be a threat to privately organized business or
industry because of the amount of commercisl work it may doe

This impression is further magnified if a school s 88 a gen-
eral practice, contracts for such work at rates considerably below
usual prices., 4s a rule, however, this feeling grows out of gen-
eral rather than specific information., An example will perhaps
help to ~larify the extent in reality of such competition.

In a typical school shop, the total amount of work done during
a year amounts to approximately $3,600,00, In the same area served
by this school, thewe are six contractors in the field, Assuming
thav each contractor secured an equal share of this work s 1t would
amount to $600.00 each, Furthermore, it is well to remember that
this same school employs in its department two tradesmen who were
E_ trained as instructors, one of wham had previously been in busi-
ness as a contractor. Both of these men, if released from their
¢ present work might well enter the contracting field themselves
: and thus increase the competition to a much greater extent than
that represented by the school's production work needs in this
‘ trade., Ir addition, most of the Jjourneymen employed by these
; local contractors received their basic training in the trade at
g the vocational-technical school.

B, Production Work as an Aid to Training Costs

Whether vocatioral training is provided by private industry
and paid for by private funds or carried on under public auspices
and paid for by public funds, costs are in both cases evidently

necessary., Contractors train apprentices on real wcrk, In doing
this, they achieve three general objectivess
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! 1, Provide valid training for the apprentice,

2. Conserve material costs,
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3. Promote completion of the Job,

It is unlikely that any erploysr would approve having appren-
tices trained on exercise work to be scrapped after completion,
Thia would be an expensive and perhaps futile form of apprentice
training from the standpoints of materials s time and human values,
The vocational-technical school is in much the same pesition so
far as its practical training is concerned., The scheol needs real

work to provide valid instruction and when properly selected and
organised such work results ins

l, Value for the student in more effective training in
less time,
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At the discretion of the school director, however,
occasional jobs, not exceeding $25.00 labor, may be
done on a "no labor charge" basis, Jobs in excess
of $25.00 labor on a "no labor charge"” basis require
the further approval of the State Director of Voca-
tional Education, This exception will permit the
school, occasionally, to nrovide soms rsasonable aid
to community drives or to other like activities,

Be Material Charges for Production Work

work, charges will be at the school cost plus a 20% mark-up,
However, when materials are furnished to students in connection
with personal training projects, the charges will be at school
cost plus a 10% handling charge,

C. Sales of 6.8 Materials
1. Sales of Stock Materials

Sales of materials from stock, not associated with
production jobs, shall be avoided except in minopr
cases of accommodation or of an emergency character,
The school is not, nor should it be, engaged in
retail selling, However, any such sales shall
carry a 20% mark-up,

2. Sales of Books, Training Supplies and Tools

Sales to students of books, training supplies and
tools shall be made at school cost plus a 10%
handling charge,

é D. Production Work for State Department of Education Units

Estimates for production work for units of the State Depart-
ment of Education are to be based, and charges made, on school
cost of materials only, no labor charges or any other overhead
expenses to be included. This covers also work done by a voca-
tional school for its own plant, including that authorized by

é the Public Works Department financeg through a bond fund allot
mento

Laghdids 3 T AT

E. Production Work for Stock

In order to conserve or recover the costs of training ma-

4 terials, projects for instructional purposes may at times be

: authorized by the director as stock orders, Upon completion of
the same, and at the discretion of the school director, they

may be sold at clearance sales rates, Such projects may not be

made expressly for any particular customer. The sale price

r shall be the best price obtainable in g competitive market,




IV,

CONTRACT IMPLICATIONS AND RESPONSIBILITIES

A,

B.

A)1 Production Work on Contract Basis

It should be kept in mind that each production order when ac-
cepted, regardless of size or character, constitutes a contract by
the state with a customer, A4 customer ray be any person, partner-
ship, corporation or institution. In this connection, it should
be noted that school employees or students having work done by the
school are, therefore, to be considered as customers in the ususl
sense of that term,

Responsibilities of Directors

Directors are responsible for all production work carried on
in the schools under their charge and approval and general super-
vision of such work shall directly or indirectly include the fol-
lowing on their parts:

1. Approval
ae Exemination and approval of customer's credit.

be Examination and approval of plans and specifica-
tions including licenses and permits.

ce Examination and approval of estimates and prices.,

d. Examination and approval of contract forms and
procurement of required signatures.

€. Approval of production order authorizing that
the work be started,

2. Supervision

a. Follow up progress of work by frequent inspec-
tions and instructor contact,

b. Keep instructors conscious of need for follow-
ing plans and speeifications meticulously and
in case of change, secure the owner's approval
in writing for such change, using the pre-
scribed form for this purpose.

c¢o See that partial payments, if called for, are
promptly made.

de See that instructional objectives and effective
teaching methods are employed and good public
relations maintained.,

€. Encourage prompt job completion and require that
all production orders be conpleted in accordance
with accounting procedures and forwarded to the
Office of Departmental Administration for billing
without delay,
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C. Responsibilities of Instructors

In like manner, instructors are responsible to the sehool
director for carrying out their responsibilities in acoordance
with policies and procedures as herein outlined and provided.

CLASSIFICATION OF CHARGES AND DISCOUNTS

In order to safeguard values and establish reasonable uniformity,
the following provisions and classification of shall

1o govern
a1l production work. commi tments--in- the. vacational-technical schools.

A. ° Labor Charges

l. labor Charges for Production work Covering all
Conditions Except as Indicated in Paragraphs A2, 3, and 4.

The price of labor tror production work shall be based on
the average journey~:n rate for the particular trede on

& state-wide hasiz, less a discount of 255, This discowmt
of 25% 1s zllowed in order to cover special treining needs
and any conditions of inconvenience to the customérs for
the addition=? avount of time required to perfom the work,
Thesz rate:. - %0 be established by the Buresu of Woce~
tional-Technical Schools from information obtatned by the
schools frcm “he area offices of the Comnecticut State
Buploymeni Service. (Rate schedule om following page)

2. lsbor Charges for Production Work for
Vocational-Technical School Students.

No charge will be made to the student for labor on pro-
Jocts in connection with students! personal training.
These projects must be in line with the student's needs
in his training or trade, and are restricted to the
particular trade in which he is enrolled. All other
production work for students will carry the smme labor
charges as those outlined in paragraph A.l. above,

3+ Labor Charges in Barbering,Beauty Culture and Dresmmaking Shops

Prices for work done in these shops will be in conforme
ance with a uniform price list, based on current area
prices, to bs established by the school and approved by
the Bureau of Vocational-Technical Schools. This price
list should be revised, when necessary, to confom vith
area price changes,

4. Labor Charges for Production Work for Philanthropic
Organizetions, Civic Groups, Town Boards of Education
and Agencies of the State other than the State Depart-
ment of Yducation.

Charges for production work for this type of organisation
shall be made on the same basis as shown in paragreph A.1.
above,




PRODUCTION RATES

The rates listed below were established by the Bureau of Vocational-Technical Schools
from information obtained by the schools from the area offices of the Connecticut

State Employment Service.

In computing the labor charge for production work the

"Discounted Rate" should be used.

—_—— Discounted ?
Trade Gross Rate Discount Net Rate Rate :
Aircraft Mechanic $ 3.00 $ .75 $ 2.25 $ 2,25
Automobile Body Repair 3,00 . 225 2,25 A
Automobile Mechanic 3.00 o75 . 2.2 2.25 :
Bakipg Approved price list#* :
Barbering Approved price list#**
Beauty Culture Approved price list¥** :
Carpentry 3,35 8l 2,51 2.50
Drafting-Archjtectural 3.00 75 2.25 2,25
Drafting-Machine 3200 275 2023 2:25 ﬁ
Dressmaking & Homepaking-Sewing Approved price 1ist¥#
Electrica.l 303 0815 2L§l 2050
Food Services - Homemaking 3.00 o715 2,25 2.25
Food Trades Approved price list*
Foundry 3.00 o715 2.25 2.25
ustrial Electronic 335 o8l 2. 51 2: 50

Machine 3,00 75 2.25 225
Masonry 3:35 84 2. 51 2.50
Painting and Decorating 3.00 75 2.25 2.25
Frinting 3,00 75 2.25 2,2
Radjo and Television —235 84 2. 51 2,50

crew Machine Ope 0! 3200 o175 2025 2425

e 1 3&2 08‘1; 2. 1 20

ool em 335 84 2. 51 2,50
Watch, Clock, and
__Instrument Making _3.00 .75 22 202
Welding 3.35 8L 2. 51 2. 50

In using the ahove established rates, the only variable factor is the estimate of
time required to do the job on the basis of journeyman hours.
be carefully considered for each job, and calculated on the basis of established
estimating practices, procedures, principles, knowledge, experience and good

Judgment.

On Jobs where the labor charge computed as stated above would be less than $1.00,
the minimum charge of $1.00 should be made without allowance for the 25% discount.

*Approved price list to be established by the school in accordance with the

instructions on Page 19.

*¥Approved price list to be established by the school in accordance with the
instructions on Page 12, Section A.3.

This factor should
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At the discretion of the school director, however,
occasional jobs, not exceeding $25.00 labor, may be
done on a "no labor charge™ basis, Jobs in excess
of $25,00 labor on a "no labor charge" basis require
the further approval of the State Director of Voca-
tional Education., Thig exception will permit the
school, occasionally, to provide soma rsasonable aid
to coomunity drives or to other like activities,

Be. Material Charges for Production Work

When the school furnishes the materials used in production
work, charges will be at the school cost plus a 20% mark-up,
However, when materials are furnished to students in connection
with personal training projects » the charges will be at school
cost plus a 104 handling charge,

C. Sales of 6,8 Materials
1. Sales of Stock Materials

Sales of materials from stock, not associated with
production jobs, shall be avoided except in minor
cases of accommodation or of an emergency character,
The school is not s nor should it be, engaged in
retail selling, However, any such sales shall
carry a 20% mark-up,

2., Sales of Books » Training Supplies and Tools
Sales to students of books, training supplies and
tools shall be made at school cost plus a 10%
handling charge,

D. Production Work for State Department of Education Units

Estimates for production work for units of the State Depart-

ment of Education are to be based, and charges made, on school
cost of materials only, no labor charges or any other overhead
expenses to be included., This covers also work done by a voca=-
tional school for its own plant, including that authorized by

the Public Works Department financed through a bond fund allot-
ment,

E. Production Work for Stock

In order to conserve or recover the costs of training ma-
terials, projects for instructional purposes may at times be
authorizeq by the director as stock orders, Upon completion of
the same, and at the discretion of the school director, they
may be sold at clearance sales rates, Such projects may not be
made expressly for any particular customer, The sale price
shall be the best price obtainable in g competitive market,




1

The above described work would cowver such projects as small
play houses, chests, hand tools, standardized garments, or similar
items, which may be made from time to time purely for instruction-
al needs and purposes, It is obvious that where such work is done
1ts general accumuwlation may confront the séhool with the necese
8ity either to scrap the same or gell it at reduced rates, If a
fair retwrn can be secured for such items, it represents a saving

in material costs to the school,

Great care needs to be exercised in differentiating between

stock orders for purely instructional projects and charges as
established for work expressly contracted for by a customer,
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SECTION II

RECORDING AND ACCOUNTING PROCEDURES

I. GENERAL INSTRUCTIONS

A.

B,

The preceding section sets forth the over-all philosophy
and general policies to be f£rllowed in carrying on production
work in the vocational-technizal schools which apply to 21l types
of production work activitie:,

This section (Section II) deals spacilically with a wmified
system of recording and accounting whic~ must be followed in
preparing estimates, quoting prices, processing and completing
production work of any and all kinds in the vocational-technical
schools, :

This system will require such records to be kept at the
schools as are necessary to convey information to the Division
of Vocational Education and to the Office of Departmental Ad-
ministration in the manner as hereinafter deseribed,

The billings to customers and the keeping of accounts re-
ceivable will be done by the Office of Departmental Administration
where these accounts will be tied in with the budgetary accounts,

Controlled Forms

Several of the standard forms used for authorizing, complet-
ing and recording production wor in the technical schools are
pre-numbered and controlled for purposes of public audit. A1l
such pre-numbered forms must be accounted for and if damaged or
cancelled must be sent through channels in the regular manner
with explanation on all copies as needed.

The schocl clerk must maintain a record of each pre-numbered
form, showing in numerical sequence the pads received from the
Central Office Stockroom, and indicating the name of the instructor
to whom each pad is issued., She must also keep a running record,
in numerical Sequence, showing the customer's nsme for each pro=-
duction order number as it is issued by the instructor.

Retention of Records

All production work records, whether controlled or wncon-
trolled, are state records and by law must be retained by the
unit for three completed fiscal years. If the records have
not been audited during that period, they must be further re-
teined until the auvdit has been completed,
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Responsibilities of the Director in Relation to
Production Work Activities

The director of the vocational-technical school shall super-
vise and direct all production activities of his school as outlined
in Section I, General Policies, It shall be the duty of the school
director to see that the regulations herein prescribed are adhered
to, and he shall also inform the instructors and clerks at the
8chool as to ihe procedures to be followed and see that they are
carried out, He is responsible for dealing with the customers in
negotiating and closing contracts for performing work, and in
quoting prices based on the cost estimates compiled by instructors,
He 18 also finally responsible for dealing with the customep in
all questions pertaining to the requirements and specifications
called for by the Job. These responsibilities he may discharge
either by direct dealings with the customer or by specific dele~
gation of such authority to an indicated instructor,

Production Work for s and Sales to,
Other State Department of Fducation Units

Work performed for, or materials s0ld to, other wnits of the
State Department of Education shall be treated in every regspect as
orders from outside customers, except that no charge shall bs made
for labor or for material mark-up, (See General Policies Section)

The unit ordering the work or materials will send a purchase
order in the usual manner, except in the case of repairs to state

cars not over $25,00 which may be authorized by the driver of the
car,

The school doing the work or selling the material will issue
its own production order or sales slip in the usual manner, Upon
completion of the Job or the sale, the production order or the

sales slip will be forwarded to the Office of Departmental Admin-
istration for processing,

Sales Tax Instructions

A sales tax at the brevailing rate will be charged on all
production orders and sales slips except for the following:

1. Non-taxahle Sales (Not to be included in "Gross Receipts®
on Sales Tax Return)

Construction of buildings (houses, garages, etc,)
Labor for repairs or inatallation

Barber shop sales

Beauty Culture Sales

2

Tax-exsmpt Sales (To be included in "Greoss Receipts® on Sales
Tax Return and subsequently deducted)

. No exemption certificate needed

Children's clothing
Food rroducts

Meals served in school under $1.00
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Sales to United States Government s State of
Connecticut, or any political subdivision

or agency thereof, including public schools,
police, fire departments, etec.

b. Exemption certificate required

Sales to customers for resasle purposes

Sales of materials and tools used and consumed
directly in an industrial plant in the process
of manufacturing, or directly in agricultural
production. NOTE - Machinery anmd replacement
parts are not exempt,

Sales to exempt agencies - charitable and reli-
glous organizations including those organized
for scientific, educational, literary, histor-
ical, or cemetery purposes, if the organiza-
tion has furnished a valid exemption certifi-
cate, NOIE - Church societies are not exempt,

3. Computation of Tax

8¢ Tax on new itens

When a new item is being produced, fabricated,
processed, printed or imprinted by a vocational
school, the tax is computed on the tcotal amount
charged {o the customer by the school s regardless

of whether the school furnishes labor only, or
material and labor,

be Tax on repairs and installation

No tax is charged on labor for repair work, in-
cluding repairs to real estate, or for instal-
lation of equipment, If the school furnishes
materials, however, the tax is computed on the
price charged the customer for materials., Also ’
1f a new component part is made to effect these
repairs, the tax is charged on the total cost of
making the part, inecluding labor and materials.,

ce Tax on direct sales of matcrials

Sales tax shall be added %o the selling price
when making dirsct sales of materials.

de Quotation not to include tax

The sales tax is never included in the price
quoted on & job. The quotation should state

a given price "plus tax*. When the custemer
is to make payment, or when the order is to

be billed, the tax should be computed and added
to the total price of the job.
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II, JO0B ESTIMATES (Form VT )
A. Purpose and Form

Instructors are required to prepare in triplicate and to sub~
mit "Job Estimate" (Form VT 71) for all Jobs totaling $50,00 or
mores The school director may, at his discretion, require formal
estimates for mroduction jobs of less that $50.00 should he find
this desirable or necessary,

The job estimate forms the basis of all quotations and con~
tracts for jobs toteling $50.00 or more. When a quotation based
on the job estimate is accepted, a written contract of suitable 3

p-
proved and work on the job may be started, Consequently, it is
important that job estimates be prepared with considersble care,

In auto or radio repairing and similar jobs where cost of
materials cannot alvays be accurately determined in advance,
estimates may be made for labor on specified operations, the
customer to provide all parts or materials needed for the Job;
or if the school furnishes the materials or parts, the cost of
such materials or perts » Plus mark-up, will be added to the
quoted labor price.

Any change to the specified operations after a rroduction
order has been issued should be covered an "Authorization for
Chenge to Job Specifications" (Form VT 76),

B. Preparation of "Job Estimate" (Forn Vv 71)

The following procedure should be followed by the instructor
in preparing this form;

le Fill in top of fom giving complete data as indicated.

2¢ Give a concise, clear description of the Job, Enter
the number of numbers of the sketches or plans on which
the job estimate may be based, If sketches o plans do
not have identifying nunbers, assign numbers to them,
writing them on the prints as well as on the jot estimate
form, If no sketches or plans are available, state what
work guides were used in estimating the job,

‘ 3. Determine the quantities of different kinds of materials

h needed to complete the Job, making due allowances for such
waste materials as may be usual tn work roce’sing in the
trade represented, Enter on the form wnder "Description




CONNECTICUT STATE DEPARTMENT OF ENDUCATION Form VT i
Division of Vocational Education

JOB ESTIMATE

.............................................................................................................

ESCRIPTION OF JOB:

e DESCRIPTION OF MATERIALS QUANTITY 9%%?‘0163%1‘ AMOUN'

E’
3 TOTAL MATERIALS COST
: DESCRIPTION OF LABOR Poly. o]

TOTAL HOURS LABOR

B | kil

 TOTAL MATERIALS COST $........ .... PLUS MARK-UP ...... % TOTAL AMGUNT §.....................
TOTAL LABOR ..... ... HOURS, AT .......... PER HOUR S .............. (CISCOUNT RATE} $.....................
TOTAL CHARGE TOCUSTOMER S . . ...................

——ee——

DATE | APPROVED — DIRECTOR DATE

- SIGNED = INSTRUCTOR
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of Materials" a list of the materials needed, the unit
cost to the school and the total amount for each item,
and total the "Amount" column to arrive at the "Total
Materials Cost",

4. Estimate the total number of Journeyman hours required to
complete each major portion of the project or each ma jor
operaticn, and iist this information under the heading
"Description of Labor" and total the column to arrive at
"Total Howrs Labor',

5. Fill in the data required in lower part of the form and
complete the total charges for materials and for labor.

Total these amounts to determine the "Total Charge to
Customer",

6. Complete the job estimate form by entering the date and
signature where indicated and promptly forward the first
two copies of the form to the school director for his
approval and action., The green copy is retained by the
instructor for his files., The goldenrod copy, when
approved, will be returned to the instructor. The
canary copy will be placed on file in the school office.

C., Indirect Costs

No charge should be made on the job estimate form for ine
direct costs, including transportation charges, as these are
absorbed in the total labor charges,

D. Issuance of Production Order

If the total estimate is not over $100.00, the instructor
may issue a production order to cover the job upon receiving
the goldenrod copy of the approved job estimate form,

If the price is over $100.00, the director shall prepare
form VT 72 "Quotation and Contract® to cover the Job. In such
cases, the instructor will issue a production order after he
receives the green copy of the signed "Quotation and Contract®

together with the goldenrod copy of the approved Jjob estimate
£ orm,

E. Use of Job Estimate (Form VT 71) for Baking and Food Trades Shop
1. Baking Shop

A job estimate form should be on file in the shop for each
item s0ld to show how the selling price was determined,
This price should be based on the cost of ingredients plus
& 100% mark-up for miscellaneous supplies and labor, the
end result being a price to compete with the trade., On




F,

III,

20

recurring items, the job egtimate form may be prepared
on the basis of a typical batch, In such cases at least
annually, and more frequently if necessary, these esti-
mates should be reviewed and corrected to reflect changes
in cost prices.

2, Food TradesShop

A job estimate form should be on file in the shop for
each item sold to show how the selling price was deter-
mined. This price should be based on the food cost per
portion plus the usual 20% mark-up. On recurring items,
tha job estimate form may be prepared on the basis of a
typical batch. In such cases at least annually, and more
frequently if necessary, these estimates should be re-
viewed and corrected to reflect chang2s in cost prices.

See instructions for "Use of Cafeteria Fecilities" for
establishing prices for special meals where school facile
ities are used by an outside agency.

If a mrice for a particular item remains constant during more
than one fiscal year, the job estimate form on which the price
was computed must be retained until after the audit of the last
year during which the price was in effect.

Director's Approval and Action

If the prospective Job involves suitable work for several
trades taught in the school, the director shall see that the
Instructors concerned are notified and that the requisite data
is available to them for submitting estimates., When all esti-
mates are assembled, the director shall study the same for
completeness and accuracy and for conformity to the established
polieies governing production work, If the estimates are found
to be satisfactory s he shall approve the same by signing all
copies in the space provided and take the following action:

1. If the job is not over $100.00 » he shall return the golden~-
rod copy of the approved Job estimate to the instructor who
may then issue a production order to cover the job.

2, If the job is in excess of $100,00, he shall prepare Form
VI 72 "Quotation and Contract", When the signed contract
has been received from the customer, the green copy of the
quotation and contract together with the goldenrod copy of
the job estimate form will be returned to the instructor
who may then issue g production order,

CUSTOMER'S FINANCIAL RESPONSIBILITY

Before entering into a contract with a customer, unless full
payment is to be made in advance, the school should have evidence
that the customer will be able to meet the payments as stated in
the contractual arrangements,

ek
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A, Governmental Agencies and Established Business Concerns

Contracts for govermmental agencies or for ostabe
lished business concerns with whom the school has trans—
acted previous business may be sccepted if authorized
either by the customer's signature on a contract form or
by a purchase order form signed by an official of the

company’,

B. Building Operations Contracts

tomer on a building job the school will prepare the Job

Estimate forms and obtain from the customer the following
material:

<

f As soon as agreement has besen reached with the cus-
E

E

l. The names of three local residents as references

unless the Director is well acquainted with the
customer,

2. A letter from the customer's employer stating his

employment record and average weekly wage, without
overtime,

3+ A letter .rom the bank cunfirming a construction
mortgage and stating the terms of the mortgage,

unless the customer furnishes other means of finane
cing the job,

4e A copy of the deed to his property, showing the vol-

ume number and page mumber of the town record by
which it is recorded,

If, after a careful examination of the above documents,
it appears that the customer is a good financial risk, the
contract forms may be completed, If there is any doubt as

to the customer's reliability, the credit rating service
as outlined below should be used,

C. Individuals or Business GConcerns Whose Financial Responsi-
bility is Not Known to the School

As customers in this group constitute the greatest
collection risk, the customer's financial responsibility
must be thoroughly investigated before the contract is

signed. Credit rating as provided for below should be ob-
tained for all such Jobs in excess of $100.00,
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D. Credit Rating

To obtain credit reting for a customer the following
Procedure should be used:

1. ®Application for Credit Rating" (Form VI 70) should be
prepared in triplicate and the first two copies sube
mitted to the Office of Departmental Administration.

2, The Office of Departmental Administration will obtair
the necessary information from the Hartford Credit Rating
Bureau, and on the basis of that information will make a

recommendation concerning the extension of credit to the
customer,

3. The Office of Departmental Administration will retain
the white copy of the application (Form VT 70), and re-
turn the canary copy %o the school, together with the
confidential credit report, and if the customer is a good
credit risk, the contract forms may be completed.,

4o No charge is made to the school for the credit rating
service, as the cost of this service is charged directly
to the surplus of the Industrial Fund,

IV. TERMS OF PAYMENT

A,

B.

Credit Basis

s a general rule, all production work should be done on
a cash basis, To conform to accepted business practices, cre-
dit may be extended by the director to the following, if the
above conditions have been met:

l. Establisheg business concerns., It is understood that an
individual who is in business wnder his own name and who
maintains a good credit rating in the commmnity may be
considered as an "established business concern”,

2, Governmental agencies
3+ State Department of Edueation employees
Cash Basis

Unless credit may be extended as stated above, payment
must be on a cash bagis ag follows:

1. Contract jobs

8¢ Payment in full when contract is Signed, or

- . -2 —— T T T R
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¥Form VT No. 70
CONNECTICUT STATE DEPARTMENT OF EDUCATION
Division of Vocational Education
APPLICATION FOR CREDIT RATING
REQUESTED BY..........coeeieneiieiiin orsssnsessssrenseonsssssnnssesss " erenrrerernesenns DATE...........ocvmmeeenenrssgensses

(Name of School)

sresgetegoyeerenyesyrgegeages

i&;;‘;1.;';.l;;.l."A.aa;;.;f...c"""““"“;................. 0000000000:00000 0100000000400 0iyuy . . LA LA R R A SR A R L] )
HAS APPLIED FOR CREDIT AS INDICATED BELOW:
DESCRIPTION OF JOB:

TERMS OF PAYMENT":

INFORMATION ON FILE AT SCHOOL IS AS FOLLOWS:

é PLEASE OBTAIN WRITTEN-ORAL REPORT FROM THE CREDIT RATING BUREAU.
(Cross off One)

FOR USE OF DEPARTMENTAL ADMINSTRATION

N

e e

THE CREDIT RATING BUREAU REPORTS THE FOLLOWING INFORMATION:

SIGNED:

ooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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b. Partial payments. Provision may be made for partial
payments provided that a sigzeable deposit is made
before the work is started, and that the entire con-
tract is paid before the job is completed,

2. Jobs not on contract
a. Payment in advance, or
be Cash on delivery (C.0.D.)
CONTRACTS

A. Purpose

The purpose of a Contract is to state the terms or
basis of an agreement. Unless both rirties have a clear
understanding of what is to be done and are in agreement

concerning the costs involved, it might be argued that no
contract exists,

Be. FProduction Order (Form VT 73) Used as a Contract

For jobs not exceeding $100.00 the "Production Order"
(Form VT 73) when properly made out and signed by the cus-
tomer, constitutes a sufficiently satisfactory contract,

In cases where an established business concern issues a
purchase order a duly authorized customer!s purchase order
will be acceptable in iisu of the customer's signature on
the production order, and the purchase order number will be
inserted in the space provided,

C. Quotation and Contract (Form VT 72)

On any job in excess of $100.00, the school office will
prepare the "Quotaticn and Contract" (Form VT 72) in quadru-
plicate and present it to the customer with supporting plans
and specifications for his signature, Only three copies of
the plans and specifications are required, In cases where
an established business concern 1ssues a purchase order a
duly authorized customer's purchase order will be acceptable
in lieu of signature on the form, in which case the purchase
order number will be inserted on all copies in place of the
customer®s signature, If the total amount of the contract
is $1,000.00 or less » the school director will sign the forms
as the reprasentative of the state without further approval
before presenting the forms to the customer for signature,




¥Form VT 72
CONNECTICUT STATE BOARD OF EDUCATION
Divisin of Vocational Education

QUOTATION AND CONTRACT

THIS CONTRACT IS SUBJECT TO THE CONDITIONS STATED ON THE REVERSE SIDE

In accordance with your request and based on the specifications furnished, we quote the following prices for
the work indicated. Your signature on this form indicating acceptance, will make this a contract.

(Show Full Description of Work to be Performed)

TorAL QUOTED PRICE §..........coooooovvvran

Payment of the above amount, subject to any subsequent adjustments or changes authorized and agreed to hereafter, will
. be on the following terms:

1. Payment in full when contract is signed and accepted . . . . . . $

- 2. Payment in full within 30 days after completion of job . . . . . . $
(This applies only to regular “Charge Account” customers)

' 3. Partial payments as follows:
* Ist.  When this Contract is signed and accepted e ... .8

. Final payment must be made prior to completion of work. Failure to meet payments when due, as above, will result in
. stoppage of work.

IN WITNESS WHEREOF the parties to these presents have hereunto set their hands and seals to this and one or more

| other instruments of like tenor and date, this ...........ccccoeeunennn.... dayof ... ) 19,
Approval of the Secretary is required on contracts
inexcess of 85,000, e » Secretary
Approval of the Director, Division of Vocational Edu- CONNECTICUT STATE BOARD OF EDUCATION

cation is required on contracts in excess of $1,000.

: In presence of: (Witness for each signature)

e e .5 Witness

................................. .. » Witness e e e e st e neeeeerny. OWIET
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D. Approval of Contracts in Excess of $1,000,00

1. Vhen the contract form has been prepared on jobs over
$1,000,00, before affixing his signature to the forn,
the school director will submit all four copies to the
State Director of Vocational Education for his approval,
together with one copy of the plans and specifications
covering the work to be performed, the job estimate, and
credit bureau rating., If the plans and specifications
are necessary to a full understanding of the work covered
by the contract, the school should provide a proper place
on the plans and specifications for the signature of the
parties to the contract. If the contract is in excess of
$5,000.,00 it will require the further approval of the
Secretary of the State Board of Education,

MRy
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2, If, upon examination of the proposed contract, the State
Director of Vocational Education finds it satisfactory,
he will place his signature on all copies of the contract,
specifications and drawings, obtain the signature of the
Secretary of the State Board of Education if such is
necessary, and return the signed documents tozether with
the other supporting materials to the school director, If
the Director of Vocational Education does not approve a
proposed contract, the reason for such disapproval will be
stated and sent with the contract form and related naterials
to the school director for corrective treatment or cancella-
tion as the case may require,

3+ Upon receipt of advice from the State Director of Voca-
tional Education, the director of the school shall advise
the customer:

a. that the contract is approved and ready for his
signature; or

be. that the proposed contract will require change; or

: ¢. that the contract is cancelled,

E., Completion and Distribution of Quotation and Contract
Forms (VI 72)

E After all copies of the contract, spe. . fcations and

3 related plans have been duly signed, the copies will be dis-
tributed as follows: the salmon copy of the "Quotation and
Contract" with a copy of all supporting material will be given
to the customer; the canary copy of the contract form with the
signed copy of the supporting material will be filed in the
school office; the green copy of the contract form with one
copy of the supporting material and the goldenrod copy of

the approved job estimate form will be given to the instruc-
tor; and the white copy of the "Quotation and Contract" form
without supporting material will be forwarded immediately to
the Office of Departmental Administration,
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F. Partial Payments for Work in Process as FProvided by Contracts

The school director is responsible to see that psyments

on contract jobs sre made as specified by the terms of the
contract,

VI. PRODUCTION ORDERS (Form VT 73)
A. Purpose

The "Production Order" (Form VT 73) is a work order
issued by the instructor, and when approved by the director

authorizes the instructor to perform production work for a
customer,

B. Preparation of Forms

For purposes of legibility, in making out production
orders, all data should be printed rather than written in
long hand. Carbons used between copies must be pencil car-
ton, changed frequently in order to secure clear copies.,

The "Description of Work" must be explieit and complete,
including the number of items, size, etc., and indicating
whether or not the customer is to furnish the materials. The
price quoted to the customer for the work described must be
arrived at in the following manner:

l. If the job is in excess of $100.00, the price must be
in accordance with a "Quotation and Contract" (Form VI 72)
properly vrepared and signed, based on a "Job Estimate™
(Form VI 71) aporoved by the director.

2. If the job is $50.00 or rmore, but not in excess of
$100.00, the price must be supported by a "Job Estimate"
(Form VT 71) approved by the director.

3. If the job is under $50.00, the means of arriving at the
price quoted, i,e., estimated number of hours of labor,
rate per hour, estimated charge for materials, ete.,

must be clearly stated in the Spaces provided on the
production order,

In the case of the Automobile Shop, the Radio Shop, and
2 similar operations, where the charge for materials or parts
‘ cannot be determined in advance, the price quoted should be
] for labor only and should be so stated. If the school is to
f furnish the parts or materials, the price quoted should read:

"$
In cases where the job would normally be taxable, but is

tax-exempt, the tex exemption certificate number must be in-
dicated,

labor, plus parts (or plus materials) and tex"

e
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- Fom VX 73
OOL Now ..o CONNECTICUT STATE DEPARTMENT OF EDUCATION
“P NOw e Division of Vecational Education
KR IBSURD ............ PRODUCTION ORDER . 0 No 13726
OOMPLETE ............ CUSIOMMEE'S NAIDB ..........ccveeereerenricniitseetens s sstseeststasesssssssssssssssmsnsssnsensssssos sssemsssees
COMPLETED ....... AQAIESS ...t b s serss b bt stbssets b ame sesne s ssesaa s semes
DESCRIPTION OF WORK (Type or Print)
: ;
3
3
k- ;
' 3 td hmr: Ho‘m @ $ Pa Hom (D.mcomted Rate) $....................‘........00000.0000:\
jmated Materials Charge® Plus Mark-up @ 20% Y 3
e Hon i tior actual costs havo been decarmined: oo QUOTED PRIGE __ §.vvvoms o
CHANGES TO JOB SPECIFICATIONS: ;
e above work is authorized in accordance with the terms as checked: (Form VT 76) p
Change No. 1. . . S, 3
Qvance PAYmMeNt........... C.0. Do 30 days............. Contract............. Change No. 2. . . $eoooessseosn
Change No.3. . . 8., srserarnnereonnd ;
OMET'S SIPMALUTE ....ovvvvrrisnriisenssstns e st iscsitiasssssssssissssasssssssssssssssisessssssassssssesssas ApjusTED Prace . SO
tomer’s Order NO. ......ccccvveirinin nnervermnersns Tel. NO. «.oovvrrerneer e rerissenaees App Sares Tax S
SCHOOL COSTS — EXCLUSIVE OF SCHOOL LABOR
E?;;lto Reference Neo. Amount Date Referencs Neo, Amownt Date Referemnce Neo.

| o ' H TOTAL SCHOOL COSTS s
| THIS SPACN FOR PAID STAMP
RECORD OF PAYMENT
“““““ Instructor B cocceeeee IRV N@ cocrccnnacns
m““ u“ oooooooooooooo Secc e .
R .i).lrector ........................
(SEE OVER) ) )
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The terms of payment agreed upon should be checked in the
applicable space, The "Quotation and Contract" (Form VT 72)
or a customer'’s purchase order signed by the proper autherity
in a recognized business establishment may serve in lieu of
the customer!'s signature called for on the production order.
Unless one of these forms is on file, the customer's sigua-
ture must be secured., Where the "Quotation and Contract®
(Form VT 72) ie being used in 1ieu of the customer's signa-
ture, the words "see VI 72 on file" should be inserted in
the space provided for the customer's signature,

Quarterly Production Crders for Repeirs to State Cars for
Other State Department of Education Units

Quarterly production orders may be issued at the begin-
ning of each quarter for maintenance repairs to state ears
for other units of the State Department of Education to cover
miscellaneous repairs during the quarter not to exceed $25.00
for any one job, These production orders may be authorized
by the signature of the custoner,

Any Job in excess of $25.00 must be covered by an indi-
vidual production order authorized by a stats purchase order,

Aporoval

No production work may be started by an instructor until
the production order has been approved by the school director ’
unless the job is $5.00 or less in vhich case "Sales of Mater-
1als" (Form VI 754) mey be used, As soon as the instructer
has issued a production order, he will immediately send the
first three copies to the school office for approval, together
with the goldenrod copy of the job estimate form, if such has
been issued. The elerk will 1list the customer's name in the
naster 1ist and present all copies of the production order to
the director for approval,

Distribution of Copies

The form is rrepared in quadruplicate, The first three
copies will be sent to the director for approval as stated
above; the green copy is permanently bound and must remain
in the pad, and all pads must be retained until audit, After

the job in the office Open Order File, and the salmon and
canary copies of the production order, together with the gold=~
enrod copy of the job estimate form, will be returned to the
instructor so that he may proceed with the job, The canary
copy will be kept by the instructor in his Work in Process
File until the completion of the job, If full peyment has
been made in advance » the salmon copy will be receipted and
given to the customer at the time of signature; otherwise s it
will be retained and later recelpted and given to the custoner
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Work in Process (Open Order) File

The canary copy of each production order will be re-
tained by the instructor in a Work in Process Fiie until
the completion of the job, This file provides the instruc-
tor with the customer's name, address and telephone number
while the job is in process, and keeps him aware of the
chronological sequence of the jobs in progress., To insure
good customer relations, insofar as possible, orders should
be started and carried through in the order in which they
are received,

VII. PLANT ORDERS (Form VT 78)

A.

B.

Purpose and Form

The "Plant Order" (Form VT 78) has two general pur-
poses; first a commitment of state funds for an expendiiure,
and secondly, a record of work performed by a school for
itself on a production basis.,

The plant order is similar in form to the production
order except that it is designed to cover and authorize
internel vork charged to a school's allotment rather than
to an outside customer and is issued by the school office
and not by the instructor. The plant order must give o
complete description of the work to be done, except in the
case of the quarterly orders for maintenance repairs. That
portion of the form used to 1ist the material and other costs
is similar to the production order form except that the mater-
ials are listed at cost to the school with no mark-up,

Use of Plant Orders

The plant order form is used for the following types
of work:

1. Extensive Repairs to State-owned Bullding or Equipment
or the Production of an Artiele of Equiprent

In these instances an individusl plant order must be
issued for each specific job, and should clearly deseribe
the work to be done., Plant orders should not be Jssued
for major items of equipment unless such items are in-
cluded on the approved equipment allotment list,

2. Maintenance Repairs to State-owned Buildings and Equipment

A plant order should be issued at the beginning of each
quarter for each shop by which repairs will be made in an
amount sufficient to cover the estimated requirements for
the querter, If additional fumds are needed throughout
the quarter, the plant orde:r should be increased by use
of a purchase order change notification,




V.T. Form 78 CONNECTICUT STATE DEPARTMENT OF EDUCATION
Division of Vocational Education

BR DONE BY SHOP NO. .occomrerrree PLANT ORDER Pl. Neo 1880 |
IE OF ORDER ..ooovveenerreerensomsesmssssssessosest :
frr R Name of Schoo] ....................................................................‘ “
TE COMPLETED .. FOR SHOP NO. él
DESCRIPTION OF WORK TO BE DONE — ISSUE SEPARATE PLANT ORDER FOR EACH MAJOR JOB 1

—

FOR S.D.E. ONLY APPROPRIATION AND EXPENDITURE CODING
UNIT SRCT. SPEC. | CHAR. & OBJ. |
YEAR bN o LETTER FUND AGENCY G FUNCT.| ACTIV. MAJOR T MINOR AMOUNT
d
3 MATERIAL AND OTHER COSTS — NOT INCLUDING SCHOOL LABOR
¢ MATERIAL WITHDRAWN FROM STOCK DIRECT CHARGES FROM PURCHASE ORDERS, SALES SLIPS & £.C. VOUCHERS
DATE REF. NG, AMOUNT DATE REF. NO. AMOUNT DATE REF. NO. AMOUNT

§ %
g R 4
E
5

haidiant s o

TOTAL COSTS
] SIGNED — INSTRUCTOR APPROVED — SCHOOL DIRECTOR — DATE APPROVED — STATE DIRECTOR — DATE §
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3. Materials for Automobile Laboratories

Quarterly plant orders may be issued to cover materials
used for instructional purposes in the laboratory areas
in the automobile shops. This enables the school to
purchase the materials on the monthly blanket orders.
The plant orders should read "To cover materials used
for instructional purposes in the automobiie laboratory

for the quarter ending on ", and should be
charged as instructional commodities for the automobile
Shop.

4+ Printing Jobs Done by a School for Its Own Use

All printing done by a school for its own use must be
covered by plant orders. The plant orders s however,
must not be issued or the work started until approval

for the printing has been obtained in accordance with
the established procedure.

Estimates

All plent orders must be based on Job estimates prepared
in the usual manner except that no labor charge or material
mark-up will be included, Full study of the work to be done
is essential and such study frequently requires that plans,
specifications or other forms of working drawings be pre-
pared., Plant orders need to be as carefully planned and
estimated as a production order since the cost of the plant
order must be paid out of the school's own funds.

Allotment Charged by Plant Order Form

The plant order form (VI Form 78) provides a space in the
middle of the form which is headed "Appropriation and Expendi-

ture Coding", In this space should be placed the appropriate
accounting classification as follows:

l. Plant orders for repairs to buildings or equipment

Unit  Sec, Istter Fund Agency Sp.I1d. Func. Act. Maj. Min,
Fill

In 50 O 7001 o 6 10 3 20

2. Plant orders for repairs to school trucks or buses

Unit Sec. Letter Fund Agency Sp,Id. Func. Act. Mai. Min,
Fill

In 70 6.8 17001 0 6 1, 3 20
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3. Elant orders for automobile laboratory materials B
—_————= E R

Unit Sec. Letter Fund Agency Sp,Jd. Func. Act, Maj. Min,
Fill
In 13 0O 7001 O 6 11 3 15

Lo Plant orders for printing jobs for school use

Univ Sec. Letier Fund Agency Sp,Id. Func. Act. Maj., Min,
Fill Fill

AN i vt N RN e 0
=i % "g,-,’:‘ai‘.i LY. S0 ‘n\ﬁ,}mi ,;v(:/'ha' T
- R

In In 0O 7001 o0 6 1 3 15 4
or &
Fill
In 30 & 0 7001 o0 6 9 3 1

As the plant order constitutes an actual commitment of
funds against the particular account indicated, purchase order
change notifications should be issued to cancel any plant orders
not used in order that the funds will be available for other
commitments,

Approval

All plent orders are subject to the approval of the school
director. If in excess of $100.00, the plant order must also be
approved by the State Director of Vocational Education, except
in the case of quarterly plant orders for maintenance repairs,

All plant orders, regardless of size, must be routed through
the Office of Departmental Administration where they will be
checked to see that funds are available in the proper allotment
before the work is started, The Office of Departmental Adminig-
tration will be responsible to see that the approval of the
State Director of Vocational Education is obtained where re-
qIJired.

Distribution of Copies

The form is prepared in quintuplicate, The green copy is
permanently bound and must remsin in the pad and all pads must
be retained until audit., The first four copies will be sent to
the Office of Departmental Administration for approval and come
mitment as above outlined., If and when approved, the white and
canary copies will be returned to the school office. The white
copy will be filed until the completion of the job in the office
Open Order File, and the canary copy will be forwarded promptly
to the shop in which the work is to be done » where it will be
retained ir the instructor's Work in Process File wntil comple-
tion of tha job.
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VIII, PURCHASES OF MATERIALS FOR PRODUCTION WORK AND RESALE

A,

B.

Stock Materials

1,

2,

Purpose and Character

One purpose of carrying a stock of materials for
mroduction use is to facilitate processing of real
jobs, plant orders and other instructional projects
without undue delay.,

Another reason for the stock materials is to have
readily available for sale to students, a reason-
able supply of tools, texts or other special items
required in their training, This is especially
desirable in cases of highly specialized mechanics!
tools, trade handbooks, texts and other special
supplies which are not generally stocked in local
stores or supply houses, The quantities of materials
to be stocked, however, must be governed by actual
needs of the school in terms of reasonable turn-over,
Unusually large quantities of stock should be avoided
and slow-moving items sparingly stocked.

Purchases of Stock Materials

In making purchases of materials the instructor shall
prepare a material puwrchase requisition and send it
to the school office for the purpose of obtaining
quotations,

Material purchase requisitions must in all cases give
a clear description of the materials to be purchased,
and the names and addresses of at least three vendors,
and all other information as called for on the form
should be fully stated and supplied.

When quotations have been received from vendors, the
school office will review the quotations, check with
the instructor if there is any question on specifica-
tions, and issue the purchase orders

Direct Purchases for Jobs

Materials needed for a production or plant order which

are of such nature that they would not normaliy be carried
in stock, may be obtained by one of the following methods:

1.

Blanket Orders

Under the blanket order procedure approved by the State
Supervisor of Purchases, the instructor may obtain daily
deliveries from approved vendors within the anount of
money authorized for any quarter,
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2, Individual Orders for Specific Jobs

Materials needed for a specific Job may be purchased
in the usual manner by use of a material purchase re-

quisition and charged directly to the production or
plant order,

3. Peity Gash Funds

In an emergency petty cash funds may be used to pur-

, chase small items not ordinarily carried in stock and
f needed for specific production Jobs. In such cases,

s the instructor should prepare a material purchase re-
: quisition in the ususl way except that only one vendor
need be specified, and the words "Petty Cash Purchase"
should be inserted on the face of the form.

: C. Allotment Charged When Purchasing Materials for Production
] Work or Resale

All purchases of materials for production or plant orders ’

or stock, either by purchase order or from petty cash funds,
must be charged as follows:

Unit Sec. Letter Fund Agency SpeJtd. Func. Act, Maj. Min.
Fill

In * 6.3 7001 O 6 1 3 15

ST e TRt R T A, T AN o vE

*Shop doing work or selling materials
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When buying for a specific Job, the number of the produc-

tion or plant order should be placed in the body of the pur-
chase order,

IX. CHARGES TO PRCDUCTION AND PLANT ORDERS

The following methods are used to charge materials to produce
tion and plant orders:

A, Materials Purchased Directly for Jobs

These charges will be posted directly from the purchase
orders or petty cash vouchers to the production and plant
; orders in the section marked "Direct Charges from Purchase
; Orders, Sales Slips and Petty Cash Vouchers®", The purchase
order number or petty cash voucher number nust be shown for
: each charge. It may be desirable to indicate the vendors!
g sales slip numbers on blanket order purchases; if so, this
’ information may be listed in addition to the purchase order
nunber. The amownts shown on the purchase orders or vendors!
sales slips, less cash discount if allowed, should be listed
in the "Amount" column on the production and plant oriers,




B,

c.

D.

If the quantities received differ from those shown on the
order, the value of the quantities received s less cash

discourt if allowed, should be computed and the corrected
figures nsed,

Sales of Stcck Between Shops for Particular Jobs

When materials needed for a particular job are ocbtainsd
from the stock in another shop, the charge to ths production
or plant order may be made directly from the sales slip
issued by the shop selling the material, The sales slip will
be listed on the production or plant order in the section
marked "Direct Charges from Purchase Orders, Sale Slips and
Petty Cash Vouchers",

Material Withdrawn from Stock

In order to withdraw material from stock, Form VT 82,
"Stock Requisition" will be issued. Care must be taken to
see that the quantity and description of the materials to be
withdrawn are accurately stated. The forms must be signed
by the instructor, and posted daily to the inventory cards

a% vwhich time the unit costs will be entered on the VT 82
forms,

When miscellaneous processing materials, such as glue,
tape, solder, sandpaper s otc., are used in such small quan-
tities that it would be impossible to determine the cost of

each item, a charge should be shown on the stock requisition
to read:

"Glue, tape, etc,.,” or "Solder, sandpaper, etc,,"
at a nominal figure based on experience for the
particular chop and types of materials involved,

The stock requisitions will be accunulated and kept with
each production or plant order until the completion of the Job,

on the production or plant order umder the heading "Material
Withdrawn from Stock",

The canary copy of each VT 82 form will be forwarded with
the production or plant order to the aschool office s at which
time the director will approve the forms, The green copy of

each form will remain in the pad, and all pads must be retained
until audit,

Returning Unused Materials to Stock

During the course of, and upen complstion of, a production
Job all wnused material must be returned to stock and recorded




Form V.T. $3

CONNECTICUT STATE DEPARTMENT OF EDUCATION R
Division of Vocational Education NG.

4
|
z;

STOCK REQUISTION Date
Production or Plant Order No. Shop No.
Project
DESORIPTION QUANTITY| UNIT COST TOTAL
MATERIAL WITHDRAWN
|
| [
TOTAL CHARGES
MATERIAL RETURNED

LIST BELOW MATERIAL RETURNED TO STOCKs

TOTAL RETURNS

Signed Approved

Instructor Dirsetor




33

at the foot of Form VT 82 "Stock Requisiton" in the space
headed "Material Returned®, Material returned in this
manner must be posted to the inventory cards and added to
the balances on the cards., Such stock requisitions must
be listed on the production and plant orders wnder the
heading “Material Withdrawn from Stock", but identified
as "Returns". In this case, the cost will be entered in
red in the "Amount" column and deducted from the total
charges in arriving at the "Total Job Costs",

E. Donated Materials

When a customer furnishes materials for a Job, some
of which are unused, the same should be promptly returned
to the owner. If, however, a customer wishes to donate
such surplus materials to the school, they must not be put
with the 6.8 stock, but should be stored with the instruce
tional materials and used for instructional or maintenance
purposes,

F. Spoilage of Material on Production Work or Damages to a
Customer's Property

In the process of production work, it sometime happens
that materials are spoiled or damages occur to a customer!'s
property., Materials used for replacement in such cases,
whether drawn from stock or especially purchased, will be
charged to the 6.8 Fund and considered as costs of the par-
ticular jobs,

Such materials must be 1isted and identified separately
when entering the costs on the production orders, and the
production orders must bear a statemsnt of explanation and
Justification signed by the school director,

X. AUTHORIZATION FOR CHANGES TO J(B SPECIFICATIONS
(Form VT 76)

After a price has besen quoted to a customer for work to be

4 performed according to agreed specificatiors, no changes may be

: made by the school director or instructor without the written
authority and consent of the customer. Form VI 76 "Authorisation
for Change to Job Specifications" must be used even though the change
without proven authorization may invalidate the conmtract.

A. Preparation

TR S e -

Form VI 76 shall be prepared in quadruplicate inserting
the information called for on the form. These change forms
shall be numbered consecutively for each job, A complete
: description of the changes to be made should be shown, and
any increase or decrease in the cost resulting frou a parti-

cular change is to be adjusted in the succeeding payments as
provided in the terms of payment of the original contract.,
All copies of the form should be signed by the customer and
instructor and approved by the director.




Form VT 76
CONNECTICUT STATE DEPARTMENT OF EDUCATION
SHOP NO. .....  ceveeveese Division of Vocational Education SCHOOL NO. ....... cetessescsss
DATE oeovovvreeeeeeseseons Authorization for Change to Job Specifications | zRopuemer
Customer's NAIME ... ..o trireenneceemnessssseeerses s s s sersess s seso s serenenenn Change No. ........ccoovvnriccmnrrrnncnnnns
" Address

 Brief Statement of Original Job:

. The following changes are authorized in accordance with sketches submitted or changes shown on the original plans, and
: it is hereby agreed that the original contract is amended herewith:

LABOR MATERIALS TOTAL SIGNED — CUSTOMER DATE
' PRICE BEFORE THIS CHANGE
;7 SIGNED — INSTRUCTOR DATE
' ADDITIONAL CHARGE ........
N APPROVED — SCHOOL DIRECTOR DATE
. CREDIT ALLOWANCE ........
3 APPROVED «— STATE DIRECTOR DATE
" ADJUSTED PRICE ............

' Credit allowances in excess of $50.00, or changes which raise total job costs over $1,000.00, require State Director’s approval.
| Any increase or decrease in the cost resulting from changes is to be adjusted in the succeeding payments as provided in
 the terms of payment of the original contract.

Q
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B, Approval of State Director

The approval of the State Director of Vocational
Education is required if an additional charge is to be
made which increases the total amount of the order to
more than $1,000,00, or if the adjustment consists of
a crédit to be allowed to the customer in excess of $50.00,

In either of the above cases » &1l copies of Form
VT 76, together with any necessary supporting data, will
be promptly forwarded to the State Director of Vocational
Education for approval, after which all copies of the
material will be returned promptly to the school, If the
change is not approved, the State Director shall advise
the school director, giving his reasons and/or advice.

C. Distribution of Copies

When the forms have been completed, as stated above,
the "Authorization for Change to Job Specifications" bee
comes a part of the original contract and copies of the
form shall be distributed as follows: the salmon copy
will be given to the customer; the white copy will be
forwarded immediately to the Office of Departmental Ad-
ministration to be attached to the original contract form;
the canary copy will be attached to the original contract
form filed in the school office; and the green copy will
be forwarded to the instructor,

XI. ADVANCE PAYMENTS
£. Handling of Advancs Payments

When advance payments are received either in full or
in part as provided for under "TERMS OF PAYMENT", the pro-
duction order will be presented to the school office to-
gether with the cash in the amount being paid by the custo-
nmer. The school clerk will verify the amount and if it is
a full payment, she will stamp all copies of the production
order "PAID"™ and date and sign each copy. The salmon copy
of the production order will be given to the customer as a
receipt, If the payment is a partial one, the clerk will
enter the date and amoynt cf the payment on all copies of
the production order and sign the forms to indicate partial
receipt, In this case, a standard pre=-numbered receipt form
will be issued to the customer, The same procedure will be
{ followed on all subsequent payments on a production order,
f until final payment is made, at which time the salmon copy
of the production order will be marked "Paid in Full", signed
and presented to the customer,

At the time of deposit, these payments are listed on the
deposit slip under the. heading "Advance Payments", and the

customer's name and address and roducti er number must
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be shown. On a production order where partial payments
have been made in advance, the final payment must also
be listed on the deposit slip under the heading "Advance
Payment" in order to complete the transactions for that
order,

B. Advance Payment Refunds Due to Cancellation of
Production Orders

e A el L Y

In the rare instance where a job on which advance
payment has been made, or a portion thereof, 18 cancelled
by a customer and a refund must be made, the following
procedure will apply:

MLl D A e e R Sl )

l. Instructor's Action

5 The instructor shall prepare an "Authorization for

5 Change to Job Specifications" (Form VT 76) stating
the reasons for such cancellation. On this form he
will indicate any portions of the work already come
pleted and show the totel amount to be charged and
the amount to be refunded to the customer. This
form (VI 76) when completed must be approved by the
school director and signed by the customer in the
usual manner, and the customer will be given the
salmon copy of the form. The instructor shall
then dispose of the remaining copies of Form VI 76
and his production order copies in the following
manner:

8¢ If no work has been done or materials used
and no charge is to be made, he will mark
his own (green) copy and the canary (office)
copy of the production order "Cancelled",

b, If work has been started on the Job, the
instructor shall complete the production
order for both materials and/or labor to
the extent or percentage of work done as
shown on the "Authorization for Change to
Job Speciffications",

c¢. The instructor shall then attach the green
copy of Form VI' 76 to his own (green) copy
of the production order, and turn in to the
school office the canary copy of the pro=-
duction order with the canary copy of Form
VI 76 attached, together with the vhite
copy of Form VI 76,
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2, Clerk's Action

Upon receipt of a cancelled production order on vhich
an advance payment has been made, the clerk will check
to see that the transaction has been properly handled
as outlined above, present the forms to the director
for approval, and then proceed as follows:

&« The canary copy of the prodvction order with
the canary copy of Form VI 76 attached will
be filed in the school office files,

b. The white copy of Form VI 76 will be atteched
to the white copy of the production order.

The production order will be marked "cancelled"
if no work was done, or will be completed in
the usual manner for the amount of work per-
formed as shown on Form VI 76, The production
order, with Form VI 76 attached, will be for=
warded to the Office of Depertmental Administra-
tion, together with a Requisition for Reservae-
tlon of Funds charged to the school!s 6.8
allotment, Surplus Account.

ce When the reservation of funds form has been
returned to the school, the clerk will prepare

: an invoice payable to the customer on the state

g standard invoice forms, This invoice must show

' the customer's name and address, the reason for
the refund, the dates and numbers of any deposits
; made on this order, and the amount due the cua-

I tomer., The invoice will be approved by the school

director and forwarded to the Office of Departmental
Administration for payment.

X1I, CUSTOMER'S DELIVERY RECEIPT AND OWNER'S ACCEPTANCE

% Whenever possible, the signature of the customer should be
obtained and placed on the canary copy of tke production order

d in the space provided on the form, as evidence that he has re-
) celved the goods in proper order.

In the case of building operations, the signature of the
owner or his agent must always be secured before the work is de-
livered into the posseseion of the customer,

3 XII1, TREATMENT OF THE PRODUCTIGN ORDER WHEN JOB IS COMPLETED

A, Instructort's Action

5 Wheén a production job is completed the instructor will
: make sure that job costs, less any cash discounts applicabl~,

. ERIC
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are entered on the canary copy of the production order,
He will enter any adjustments due to change to job speci-
fications and compute the total price to the customer as
provided for on the forms, including sales tax, if appli-
cable. If no sales tax is charged, the reason for this
must be stated, or a tax exemption certificate number
must be entered on the production order, unless it is
easily recognized from the nature of the job that it is
not subject to tax, such as work done for a town board

of education etec.

*he instructor will turn in to the school office the
canary copy of the production order with the payment re-
celved and the canary copies of all stock requisitions
applying on the job,

If the production job was handled on a C.0.D, basis,
the instructor should receipt and hand to the customer the
salmon copy of the production order,

Clerk!s Action

When the canary copy of the production order is sub-
mitted to the school office clerk, she will check it for
accuracy and completeness. She will make sure that the
Job costs reflect any cash discounts applicable, that any
ad justments due to changes to job specifications (Form
VI' 76) have been entered and the resulting increase or de-
crease to the quoted price shown, and that the sales tax,
if applicable, has been added. She will transfer the costs
to the white copy of the production order and conplete the
Space headed "Record of Payment", after which the production
order with attachments will be presented to the school dire-
ector for approval., The clerk will then proceed as follows:

1. When +he Production Order is to be Billed

The white copy of the production order, with a check
mark after the work "Bill" in the space headed "Record
of Payment", will be forwarded to the Office of Departe-
nental Administration, and the canary copy, together
with attachments, will be filed in a pending file desige
nated as "Production Orders in Process of Billingn,

Vhen the blue copy of the invoice is received from the
Office of Departmental Administration, showling that the
charge has been billed to the customer, it should be
attached to the canary copy of the production order and
filed in the Completed Production Order File maintained

in the school office for the particular department con-
cerned. When peyment is received, it should be recorded
on the deposit slip under the heading "Accounts Receivable"
and show the customer's name and production order number,
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2. When Payment hes been Included on a Previous Deposit

The white copy of the production order, clearly marked
to show that payment has been made s and showing the de-
posit slip number(s), should be forwarded to the Office
of Departmental Administration » and the canary copy with
attachments shoulad be piaced immediately in the Completed
Productic~ Order File,

3. Vhen Full Payment is Recorded on a Deposit Slip Being
Submitted with the Production Order

the peyment should be recorded on the deposit slip uder
the heading "Cash Sales", and the white copy of the pro-
| duction order, showing the deposit slip number, should

duction order with attachments should be placed imme-
diately in the Completed Production Order File.

E X1V, TREATMENT OF THE PLANT ORDER WHEN JOB IS COMPLETED
L 4, Instructor's Action

Wher & plant order is completed the instructor will
meke sure that the Jecb costs, less any cash discounts appli-
cable, are entered on the canary copy of the plant order and
compute the total costs for the job., The canary copy of the
plant order, together with the canary copies of all stock re-

quisitions applying on the Job, will be turned in to the
School office,

B. Clerk's Action

completeness, She will make sure that the Job costs reflect
any cash discounts applicable and transfer the costs to the
white copy of the plant order, after which the order and at-
tachments will be presented to the director for approval,
After approval s the vhite copy of the plant order will be
gubmitted to the Office of Departmental Adninistration for

billing, and the canary cory with attachments will be filed
in the Completed Plant Order File, .

XV. STOCK PRODUCTION ORDERS (VT 73)

When iasuing production orders for articles to be made for
stock, the same procedure will be followed in the Preparation of

estimates ag for any other production Job except that no fixed
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labor charge or material mark-up will be showm. Judgment, however,
needs to be exercised in issuing stock orders to see that readily
salable articles are produced; otherwise the 6,8 inventory may be-
come stocked with unsalable goods. The instruetor, when issuing
such an order, will enter the words, "For Stock" in the space pro-
vided in the heading for the customor's name, When the production
order has been properly approved, the same Procedures will apply
as for any other production order in process. Upon completion of
the order, the instructor will total material costs and submit the
order to the school office where it will be checked and summarized
in the usual manner. At this point, the cost of materials only
will be indicated; the selling price will be determined when issuing
the sales slips to withdraw the finished items from stock.

The clerk will present the canary copies of all completed
stock orders to the school director for his attention and he will
confer with the instructor or instructors concerned to determine
the sales price, At the time of sale, a sales slip (Form VT 754)
will be prepared in the usual manner. The "Cost of Material® used
on the sales slip must be taken from the inventory card, even if
it has been decided to sell the materials below cost,

MONTHLY PRODUCTION ORDERS (vr 73)
A. Purpose and Use

The use of this procedure will be confined to the following
Shops: Barbering, Beauty Culture » Baking, Food Trades, School
Lunch Program, and similap operations for which it is not possi-

ble to determine indiviqual Job costs,
B. Procedure to be Followed During the Month

1. At the beginning of each month s & production order will be

issued for each shop to cover the production activities for
the month,

2 Purchase orders for materials needed will be issued in the
usual way and charged to the particular shop involved.

3. The instructor will issue daily sales slips (Form VT 754)
1% is not necessary to indicate the cost of material, The

the total quantity and the total selling price for Sach type
nay be shown, *
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The sales slips for cash sales will be turned in daily
to the school office with the cash for deposit,

The school clerk will record the receipts in the usual
manner and enter them on the deposit slip under the
heading "Deferred Income™, grouped by shops, and indica-
ting the production order numbers s 8ales slip numbers
and anounts. The vhite coplss of these sales slips will
be submitted with the deposit slip,

Where credit must be extended, a separate wales slip will
be prepared for each sale, The customer's full name and
address and a full description of the services furnished
mst be givem, and the slgnature of the customer or his
representative should appear in the body of the form,
The white copy of the sales 8lip will be submitted to
the Office of Departmental Administratiom for billing,

When materials stocked or produced in one of the above
shops is sold to another shop in the school, a sales slip
will be issued, clearly indicating the shop from which and
to vhich the materials are being transferrad,

Materials withdrawa from steck im these shops for instruc-
tionmal purpeses will be written up on Form VI 75 "Material
Charged to School Allotment®, This will include materials
charged to instruction for spoilage, stales, etc,

of Month Action

4t the end of the moath a physical inventory of 6.8 mater-
ials en hand in the shop will be taken,

Immediately after the close of each month s the production
order will be completed in the following manner:

In the lower portion of the form, under the heading "Joh
Costs™, the COST OF SALES and SALES figures will be come
puted as follows:

COST OF SALES
Inventory at beginming of month,

Add: Purchases (Materials and Continuing
Services)#*
Salaries (School Lunch Program only)
Total

Il

*Include only these received during this month
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SALES

3. The production order will be sent to

JAL
Deduct: "Material Clzarged to S;:hool
Allotment® (Form VT 75
Sales to Other Shops
Inventory at end of menth ——
COST OF SALES —_—
Cash Sales e
Sales on Account —
(For School Lunch Program Only)
Reimbursements from Federal Funds
School Lunch ——
Less % Reduction
Milk Sales —_——
TOTAL SALES ————

mental Administration immediately after the close of

month, together with t

the figures used:

a,

b,

Coe

d.

A list of the materials and continuing services
received during the month, showing the purchase
order number or requisition for reservation of
funds number, the vendor's name, and the amount,
NOTE = Materials received during July or August
should be included im the September production
order,

A list of the Form VT 75 slips issued during the
month,

A list of the sales slips representing sales to
other shops during the month,

& stutement showing the amount of tas end-of~the-
month inventory (For Scheeol Lumch Program, this
mst be separated by "Fo.d" and "Othert),

A list of the sales during the munth, separated
by "Cash Sales" and "Sales on Account",

the Office of Departe

each

he following attachments to support
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FOR SCHOOL LUNCH PROGRAM ONLY (in addition to the above)

f. A list of the salary charges for the month s 1temized
to show the employeeis name, the payroll period, and
the amount. (Inciude all student lunch persomnel ex-
cept the salary of the student lumch manager and pay-
ments for unempioyment compensation).

ge A schedule distributing the monthly expenditures
as required for the monthly federal repoxrts.

h. A set of special invoice forms (CO 17LM) requesting
reimbursement from federal funds for school lunch
and milk operations.

i. Two copies of Form SIMIA - "Monthly Report for
Federal Aid = School Lunch Program",

XVII. SALES OF MATERIAIS (Form VT 754)
A, Use of Form

This form, usually referred to as a "Sales Slip*, is
used in the following cases.

le Sales of materials to students and, in special cases,
to customers,

2. Sales of 6,8 materials to other shops within a sehool.

3. Sales of finished goods from stock.

4o Daily sales of commodities and services in the Food
Trades, Baking, Beauty Cilture » and Barbering shops,
and the School Lunch Program,

5. Sales of scrap 6.8 inventory materials.

6. Minor production jobs not exceeding $5,00,

The sales slip (Form VI 75A) should not he used for
sales of regular school junk, sales of property, or any
other General Fumd receipts, as these are not transactions
of the 6.8 fund, and the sales slip form applies only to
that fund and its activities,

Be Direct Sales of Materials

Direct sales of materials should be confined to actual
school and stuient needs. Retail selling %o the general
public should be avoided except in special cases, as stated
in the General Policies Section, Direct Sales of materials
;h;luld be reported on "Sales of Materials® (Form VT 754) as

ollows:




Form V.T. 76A
CONNECTICUT STATE DEPARTMENT OF EDUCATION N S s
0.

Division of Vocational Education

SALES OF MATERIALS
Terms as checked: C.0.D. 30 Days Contract
Sold To Address
School No. Issued By Shop No. Date
- = 8CHOOL COSTS AMOUNT
DESCRIPTION QUANTITY — — OF SALE
i e | . _
DEPOSIT SLIP NO. TOTALS
INVOICIS NO. ADD SALES TAX
TOTAL SALES

SIGNED — Instiructor APPROVED ~- Director
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Form VI 75A is made out in quadruplicate,

The clerk or instructor making the sales will enter

the name and address of customer, the school and shop
making the sale, and the date, in the spaces provided
at the top of the form. In the case of a variety of
Small sales to 2 number of students. ihe word “students®
may be inserted in place of the nam: ond address of the
customer,

A description of the materials sold, the quantity, unit
cost, total cost, and amount of sale (school cost plus
mark-up) will be entered in the proper columns.

The "Total Cost® and "Amount of Sale® columns will be
totaled and the sums recorded on the line identified
as "Totals",

The sales tax, if applicable, will be entered on the
line provided and the "Total Sales® shown, If the
sales slip is used for a group of sales to individual
students, the sales tax may be listed after each entry
where tax applies, in which case the total of all tax
items will be shown in the space provided at the foot
of the form.. If no sales tax is charged, the reason
for this must be stated on the form, or a tax exemption
certificate number must be indicated, unless it is
easily recegnized from the natwre of the sale that

it is not subject to tax, smch as sales for the
Beauty Culture and Barbering Shops, etc,

All sales of materials should be on a cash basis, ex~
cept as noted in paragraphs B. 7 and 8 below. When
the forms are completed the total amount of sale will
be collected from the customer, and all copies of the
sales slip will be marked "Paid® and carry the date and
signature of the person aceepting payment. The salmon
copy of the sales slip will be given to the customer as
a receipt, except in instances vhere more than one cus-
tomer is recorded on the sales 8lip, in which case the
salmon copies will be destroyed. The white and canary
copies of uach sales slip with the cash will be turned
in daily to the school office. The green copies of all
sales slips will remain in the pad, and all pads must
be retained until audit. When depositing the funds,
the school clerk will 1list these receipts on the de- ;
posit slip under the heading "Cash Sales® and the white ‘
copy of each seles s1ir will be attached to the deposit
slip. The canary copies of all sales slips will be
filed in the school office.




7. If materials are sold to another unit of the State
Department of Education, the unit ordering the mater-
ials will follow the same purchasing procedures used
for purchesing from an outside vendor. The unit making
the sale will then issue a sales slip in the same manner
as to an outside customer except that such sales will be
at cost price ss provided in ths Gonsral Pollicies Section,
Since these sales are not for cash, the word "Invoice®
will be plainly marked on the face of the forms along
with the purchase order number., The instructer will
then transmit the white and canary copies to the school
office; the office clerk will forward the white copy to
the Office of Departmental Administration for billing,
and file the canary copy in the school office files,

8. Occasional sales may be made on a charge basis to con-
cerns who have established credit with the school. These
sales will be handled in the same manner as for other
units of the State Department of Education, except that
they will be subject to a material mark-up as stated in
the General Policies Seection., The person receiving the
goods should be required to sign the sales slip in the
body of the form, When payment is received, the amounts
should be listed on the deposit slip under the heading
"Accounts Receivable" &nd show the customer!s name and
the sales slip number,

C. Sales to other Shops Within the School

D.

Occasionally it may be necessary for cne shop to purchase
6.8 materials from another shop in order to complete a produc-
tion or plant order on time or to avoid carrying special mater-
lals in stock. Thic transaction will be treated the same as g
direct sale by the shop making the sale, the customer being the
shop making the purchase., A11 such sales will be at cost price
of materials to the school, without mark-up.

The shop making the purchase will treat the transaction in
the same manner as a direct purchase order and record the sales
8lip number and the amount in the space provided on the produc-

tion order covering the job for which the materials or supplies
were purchased,

Sales of Finished Goods from Stock

Sales of finished goods from stock will be made in the
Same manner as direct sales of materials except that:

l. These sales may be made to the general public and school
personnel as well as to students,
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2, The description of the article sold must includse the
production order number under which the article vas
originally made,

3. The cost shown on the sales slip must be taken from
the inventory card, which may bs over or under ths
selling price as provided in the General Policies
Saction.

Dally Sales to Shops Using Monthly Production Order Procedure

"Sales of Materials" (Form VT 75A) is also used to re-
port sales of materiala by the Food Trades and Baking Shops
and School Lunch Program, as well as sales of services in
the Beauty Culture and Barbering Shops. The procedure in
these cases differs from that used in direct sales as follows:

1. A sales slip will be prepared daily for the sales made
for thet day., The sales may be grouped under each type
of items, 1i.e., donuts, cakes, etc., or Job, 1.e., per=-
manent waves, shampoos, etc. » and the total quantity and
total selling price for each type of items may be shown.
It 1s not necessary to indicate the cost of materials for
these items as this is done on a monthly basis,

2. The white and canary copies of the sales slips will be
turned in to the school office daily with the cash for
deposit. (See "Monthly Production Orders®) The Salmon
copies of these sales 8lips may be destroyed,

Sales of Scrap 6.8 Inventory Materials

“Sales of Materials® (Form VT 754) should be used for
recording sales of 6,8 inventory materials when sold for
scrap. This would apply to such items as ends of steel or

lumber, or similar materials which were originally purchased
for stock,

Minor Production Jobs Not Exceed:ng $5.00

The sales slip (Form VI 75-4) may be used in place of
the production order form for reporting minor production Jjobs
not in excess of $5,00. In such cases the sales slip replaces
both the production order and the stock requisition form;
therefore, the information which would normally appear on each
of these forms must be shown on the sales slip,

The sales slip must show the name and address of the cus-
tomer and give a complete description of the work to be per-
formed, The labor charge should be shown as a separate itenm,
folloved by a complete listing of all materials used for the
Job with the cost and selling price for each item, The sales
tax will be added in the usual manner,
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The distribution of the coples of the sales slip when used
for this purpose will be similar to that outlined under "Direct
Sales of Materials",

XVIII. CHARGING FROM 6.8 STOCK TO SCHOOL ALLOTMENT (Form VT 75)

A, Instructor's Action

TR ATe B Y S R Y AN AT T

ﬁ In order to withdraw macerials, books or tools from the
6.8 stock for school use, the instructor will prepare "Material
Charged to School Allotment" (Form VT 75) £1lling in all the in-
formation called for on the form with the exception of the spaces
at the foot of the form below the signatures, In the space at
the top of the farm marked "Credit Shop No.® will be shown the
number of the shop from whose inventory the materials are to be
;- taken, The shop for which the materials are Vo0 be used will
be shown in the column at the left-hand margin headed "Charge
Shop", The first three copies of the form will be forwarded im-
mediately to the school office. The green copy of esch form
will remain in the ped, and all pads must be retained until audit.

B. Clerk!s Action

Upon receipt of the forms from the instructor, the clerk
will complete the spaces at the foot of the form in accordance
with the information given by the instructor in the column
headed "Charge Shop". She will snter ihe commitment to the
school's allotments on the ™Allotment Record® (Office Form 31)
for the shop or shops involved, and present the forms to the
director for signature.

C. Distribution of Forms

The clerk will retain the canary copy of the form for the
office files and will forward the white and pink copies to the
Office of Departmental Administration




FORM V.T, 75
CONNECTICUT STATE DEPARTMENT OF EDUCATION
Division of Vocational Sducation N 0 S A
MATERIAL CHARGED TO SCHOOCL ALLOTMENT ’
School No. Credit Shop No, Date
C;:;:" DESCRIPTION Quantity | Unait Cost | Total Cost

Issued by — Imstructor Approved by == Director

FOR S.D. E. ONLY AFPPROPRIATION AND EXPENDITURE CODING

AMOUNT

Unfit | Sect. Spec. . | _Char. & 0bj.
Year No. No. Letter] Fund |[Ageney Iden. Funet! Actiw Major | Minor




I,

11,

III,

47

SECTION III
CONTROL OF 6.8 INVENTCRY

RESPONSIBILITY FCR CONTROL OF STOCK

The instructor, by authority delegated to him by the school
director, is responsible for the control of the 6.8 inventory.
He is expected to see that the physical control of the stock is
properly maintained and that the necessary forms for withdrawals
are correctly issued so that year-end adjustments between ths
physical count of stock on hand and the inventory records will
be kept to a minimum, Spot-checks of fast-moving items should
be made periodically throughout the year to test the accuracy
of his methods,

PHYSICAL CONTROL

All stock materials purchased through the 6.8 Fund must be
segregated in such a manner that they will remain separated from
instructional materials,

PERFETUAL INVENTORY RECORD (Form VT 83) (Alternate Form VT 15)
A. Maintaining of Records

Except in those shops where the monthly production order
procedure is used, a perpetusl inventory record of 6.8 stock
materials must be maintained for each shop on either Form VT
83 or Form VT 15. Form VT 83 is a card record kept in a file
drawer, whereas Form VT 15 is a visible type record designed
for Post-Index equipment.,

A separate card will be set up for each stock item,
Where charges are made for miscellmneous materials, however,
a card will be set up for each group of materials (not more
than four items) handled in this mamner; for instance, "Glue,
solder, tape, etc.,". In these cases, the card will list the_
physical count of each type of materials on hand at the be-
gitning of the year, the unit cost and the total valus, ar-
riving at an over-all total value of all items on the card.

The ontries throughout the year will be made in money value
only,

Recording Receipt of Materials

When materials are received for stock, they will be en=-
tered on the stock cards » showing the date, reference number ’
and quantity received, arriving at a new balance (quantity)
on hand. The wunit cost of the new shipment will be computed,
deducting the cash discount if such was allowed on the pur-
chase order, and the new cost will be entered on the card,
If materials are on hand from a previous purchase at a dif-

ferent unit cost than the new purchsse, the unit cost must
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be changed to an "average® cost; for example:

on hand 50 lbs, steel @ .15 $ 7.50
purchased 125 1bs, steel @ ,18 22,50
new total on hand - 175 1bs, for $30,00
new unit cost ($30.00 divided by 175 1be.) = .17 per 1b,

C. Recording Withdrawals

All withdrawals of stock must be posted daily from the
stock requisitions (Form VT 82), showing the date s the re-
ference number, and quantity withdrawn, arriving at the re-
maining ba>. nce on hand,

PHYSICAL INVENTORIES

As of June 30 of each year, a physical inventory must be
taken of all 6.8 materials on hand in each shep, This inventory
must represent the actual physical count of the items in stock,
THE CARD RECORD MAY NOT BE USED FOR THIS PURPOSE,

After the physical inventory has been prepared, each card

this ruling an entry will be made identified by the words "physical
inventory*, This entry will show the date of the inventory and in
the balance column will be written the quantity of material on hand
as determined by the physical count, This then becomes the begin-
ning balance for the ney fiscal year. On the cards for the "mig-
cellaneous® items » the physical count for each of the items in-
cluded or the card must be listed and the total value of all items
determined and entered on the card,

DISPOSAL OF OVER-STOCKED OR OBSOLETE MATERTALS

rare instances, because of wnforeseen circumstances s materials
may become overstocked or obsolete,

to the director who will send a 1list of the materials, together
with a Purchase Requisition marked "Request for Sale", to the Sur-
Plus Property Officer in the State Purchasing Division requesting
approval for disposal of the materials, Upon receipt of the ap-
proved “Request for Sale" a sales slip will be issued in the usual
waye. The inventory value of the materials sold must be shown as
"School Cost" on the Sales Slip regardless of the sales price,
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A
Acceptance, owner's for building operations . . . 36
Accounts:
charge, for customers:
general policy . . . . . . . 22
on 3hops using monthly production orders . . . 40
production orders on . . . . . . 37
records to be kept for . . . . . o 15
sales of material on . . . . . . by
Advance payments on —~roduction Jjobs:
deposits of o o o o o ) o o 34
handling of . . ° . . ° ° . 34
handling of completed production orders on . . 38
refunds of, due to concellation of production orders:
approval of, by director . . . . . 35
clerk!'s action . . . ° ° ° ™ 35
instructor!s action . . . . . . 34
preparation and processing of customer!s invoice o 35
Allotment:
charged by plant orders . . . . . . 28
charged when purchasing materials for production work or resale 31
charging from 6.8 stock to school . . . . 45
Approval:
by director (school), required for:
advance peyment refunds . . . . . 36
authorizations for changes to job specifications . 34
contracts . . ° . . . ° ' 24
extension of credit to custouers . . . . 22
J ob estimates . . ° ° . . ° 19
over-qll ° . . ° . . . ' 11
plant orders . ° ° ° ° ° ° 29
production orders o o o o o o o 26
quotation and contract forms . . . . . 23
sales prices on stock orders . . . . . 13

by secretary, state board of education required for contracts 24
by state director, required for:

authorizations for changes to job specifications . 33
contracts . . . . . . . ° 24
plant orders ° ° ° ° ° ° ° ° 29
quotation and contract forms |, . . . . 24
Authorizations:
for changes to job specifications:
approval of:
by director . . . . . . . 33
by state director . . . ° ° ° 34
distribution of copies . . . . . . 34
preparation of forms . . . . . . 33
for production work, general . . . . . 10
Automobile laboratories, plant orders used to purchase
materials for . . . . . . . . 28
B
Baking shop:
Job estimate form used for . . . 19

monthly production order procedure to apply to . 39
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Barbering shop:

labor Charges for ° ° ° ° . e ° 12

monthly production order procedure to apply to . . 39
Beauty culture shop:

lebor charges for . . . . . . . 12

monthly production order procedure to apply to . . 39
Billing:

of production jobs . . . . . . . 37

of sales of materials . . . . . . 44

to customers, to be done by office of departmental

administration . . . . . . . 15

Blanket orders:

used for direct purchases for jobs . . . . 30
Board of education, state, units of, charges for:

general policy . . . . . s . 13

statement of procedure . . . . . . 16
Boards of 2ducation, town, labor charges for . . . 12
Books, sales of, to students . . . . . . 13
Building operations contracts . . . . . . 21
Business concerns, established:

extension of ecredit to . . . . ° ° 22

financial responsibility of , . . . . . 21
Business concerns whose finaucial responsibility is

not known . . . ° . . ° 21

C

Cancelled production orders on which advance payment

has been made . . . 35

[ ] [ ] [} ©
Cash discounts on purchases, method of handling . . 31,32,36,47
Cash sales:
on individual production orders . . . . . 38
on monthly production orders . . . . . 39
on sales slips . . . . . . . 43
Changes to job specifications, authorization for:
approval of:

by director . . . . . . . 33
by state director ° ° . ° ° ° ° 34
distribution of copies . . . . . . 34
preparation of forms . . . . . . 33

3 Charges:
3 classification of:
; labor charges:
for all production work except as indicated below . 12
for philanthropic organizations, civic groups,
town boards of education, and agencies of the

K stete other than the department of sducation . 12
] for wocational school students . . . . 12
in barbering and beauty culture shops . . 12

for state department of education units . . . 13

for stock production orders . . . . . 13

material charges . . . . . . 13

to production and plant orders:

damages to customer's property . . . . . 33

materials purchased directly for jobs . . . 31

materials withdrawn from stock ., . . . . 32

returning unused materials to stock . . . . 32

sales of stock between shops for particular jobs , . 32

spoilage of material on production work . 33
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Charging from 6.8 stock to school allotment . . . 46
Civic groups, labor charges for . . . . . 12

¢
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Competition with industry, schools not in . . . 9

Completed plant orders, treatment of: ;
clerk's action . . ° ° ° ° ° 38 ]
instructor's action . . . . . 38 1

Completed production orders, treatment of:
clerk's action:
when full peyment is rscorded on deposit slip being

submitted with the production order . . . 38
when payment has been included on a previous deposit slip 38
when the production order is to be billed . . 37
instructor's action . . . . . . 36
Contract basis, for all production work . . . . 11
Contracts:
approval of:
by director ° . ° ° ° ° ° 23
by secretary, State board of education . . . 24,
by state director . . . . . . 2/,
distribution of copies . . . . . . 2/
for building operations . . . . . . 21
mtial payments on . . ° ° . ° ° 25
production order used as . . . . o . 23
purpose . . . . . . . 23
quotation and contract form . . . . . 23
Control of stock, physical . . . . . . 47
Control of stock, responsibility for . . . . 47
Controlled f orns . ° ° ° ° ° ° 15
Costs:
indirect, on production jobs . . . . . 19
of training, production work as an aid to . . . 9
school:
on production and plant orders . . . . 31
on sales of materials . . . . . . 43
on shops using monthly production orders . . . 40
Credit: :
extension of':
approval of director required on . . . . 22
general p°1icy ° . . ° ° ° . 22
rating . ° . ° . ° ° 22
Custoners:
billing to, done by office of departmental administration 15
definiticn of . ° ° ° . ™ ° 11
delivery receipt . . . . . . . 36
financial responsibility , . . . . . 20
property, damages to . . . . . . 33
refunds to, of advance paymernts on cancelled orders . 35
D
Damages to customer's property . . . . . 33
Deferred income, used as heading in depositing receipts
on monthly production orders R R R R R 40

Delivery receipt, customer's . . . . . . 36
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Equipment, production of, plant order used for . . . 27
Equipment, repairs to plant order used for . . o 27
Established business concerns:

Deposit:
of advance payments on production jobs . . . 34
of cash payments on production jobs . . . . 38 )
of cash payments on sales of materials . . . L3 3
of deferred income, used on monthly production orders . 40 :
of payments on account . . . . R . 37 ]
Direct purchases for jobs: ,
by blanket orders o ° o o o o o 30 .
by individual orders for specific jobs . . . 31 ;
by use of petty cash funds . . R . . 3l 3
method of charging to production and plant orders . 31 :
Direct sales of materials . . ., . . . . 42 ;
Director (school): :
approval by, general policy . . . . . 11 3
approval by, specific, required for: 1
advance payment refunds . . . . . 35 3
authorizations for changes to job specifications . 33 ;
contracts . . . . . . . . 23
extension of credit . . . . . . 22
Jjob estimates . . . . . . . 20
plant orders . o o ° o o o o 29
prOduction orders ., ® . . . . . 26
quotation and contract forms, . . . . 23
sales prices on stock production orders . . . 13
1 responsibilities of:
1 follow=-up of partial payments on contract Jobs R 25
f general policies . . . . . . . 11,16
3 supervision by, general policies . . . . 11
: Director, state, approval by, required for:
1 authorizations for changes to job specifications . . 34
j contracts . ° ° ° . ® . ° . 24
3 p].an\'a orders . ° ° ° ° ° ° ° 29
{ quotation and contract forms . . . . . 2/
: Discounts:
é cash, on purchases, method of handling . . . 32,36,47
: customer, classification of . . . . 12
§ Disposal of over-stocked or obsolete materials . . . 48
§ Donated materials o e . . . . . 33
Ej .
3
g Employees, work performed for . . . . . 10

g extension of credit to . . . . . . 22
3 financial responsibility , . . . . . 21
: Estimates on jobs:
: approval of, by director . . . . . . 20
; director!'s action on ° . . . . ° . 20
; indirect costs, charges not made for . . . . 19
general pOIicy o o o o o o ° o 10
plant orders based on . . . . . . 28
preparation of forms ., . . . . . . 18
production orders based on . . . . . 18
] purpose and form , ., . . . . . 18
3 used for baking and food trades shops . . . 19




INDEX o 53
F
Financial responsibility of customer . . . . 20

Finished goods, sales of, from stock . . . . Lh
Food trades shop:

job estimate form used for . . . 20
monthly production order procedure to apply'to . o 39
Forms, controlled, pre-numbered ’ . . . . 15
G
General:
fund receipts, sales slip not used for . . . 42
public, direct sales of materials to . . . 42

Governmental agencies:
extension of credit to o e . . . . 22

I

Indirect costs on production jobs . . . . . 19
Individuals:
extension of credit to ’ . . . . . 22
financial responsibility of o e . . ’ 20
Industyy, schools not in competition with . . . 9
Instructor, responsibilities of:
control of stock ° ° ° ° ° ° . 4—7
genere.l policies o o o o o o o 12

Inventories:
physical:
monthly, in shops using monthly production orders . 40
yearly, of 6.8 stock in all shops . . . 48
records, perpetual, for control of 6.8 stock-
adjustment ot physical inventories. . . . 48
meintaining of records . . . . . . 47
recording receipt of materials . . . . 47
recording withdrawals of materials . . . 48
J
Job estimates:
approval of, by director , . . . . . 20
directort!s action on ., . . . . . . 20
general pOIj.cy o o o o o o o o 10
indirect costs, charges not made for . . . . 19
plant orders based on. . . . . . . 28
preparation forms . . . . . . . 18
production orders based on. . . . . . 18
purpose and form . . . . . . 18
used for baking and food trades shops . . . 19

L

Laboratories, automobile, plant order used to purchase
materials for . . . . . . . . 28
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Labor charges:
for agencies of the state other than the state department

of education , .
for all production work exccﬁt as otherwise indicated
for civic groups o ° ° ° ° o

for philanthropic organizations . .
for town boards of education . . .
for vocational school students . . .
in barbering and beauty culture shops .
not made on production work for:
stock ., . .
units of state department of education . . .
Law governing use of industrial fund . . . . .

[ ]
>

M

Materials:

charges to customers for, general policies

customers may supply, general policies .

customers, spoilage of . N . .

donated . . . .

nmethod of charging to production and plant ord
damages to a customer's property . .
materials purchased directly for jobs .
materials returned to stock , . .
materials withdrawn from stock . .
sales of stock between shops for particular jobs

obsolete, disposal of . . . . . .

® ® & ®
® ® o o

rs:

e o o o M e o o o

over=stocked, disposal of , . . . . .
purchases of, for production work and resale:
allotment charged when purchasing materials . .
direcétly for jobs:
by blanket orders , . . . .
by individual orders for specific jobs . . .
by use of petty cash funds . . . . .
requisition used by instructor for . . . .
stock materials . . .
returned to stock, method of crediting to production
and plant orders . . . . ° ° ° °
sales of:
between shops for particular jobs . . .
daily, in shops using monthly production orders . .
direct ., . . . . . . . N
finished goods, from stock . . . . . .
on account ° . . . . . . . .
sales slip form not used for General Fund recei pts .
scrap 6 8 materials . . . . . . .
stock materials . . . . . . .
to other units of the department of education . .
use of sales slip form for . . . . . .
spoilage of, ° o o o o o o
supplied by customer, general policies » . . .
supplied by school, general policies, . . .
withdrawn from stock, method of charging to producti
and plant orders ., . . . . .
Minor production jobs, not exceeding $5. 00 . . o .o
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INDEX 55
Miscellaneous processing materials:
method of carrying on inventory records . . . 47
use of nominal charge for . . . . . . 32 g
Monthly production orders: 3
end of month action . . . . . » . 40 ;
procedure to be followed during the month . . . 39 :
purpose and use , . . . . . . . 39
0 %
Objectives, schood . . ., ., ., . 5 . 8 :
Obsolete inventory matei'ials, disposal of . . o 48 f
Open order file R . . . . . . . 27 :
Overstocked inventory materials, disposal of . . 48
Owner's acceptance, for building operations . . . 36

P
Partial payments, director is responsible for follow-up of . 25
Payments:
advance:
deposit of . . . . . . . . 34
handling of . . . . . . . . 34
refund of, due to cancellation of production orders:
approval of, by director . . . . . 35
clerk's action . . . . . . . 36
instructorts action . . . . . . 35
preparation and processing of customer's invoice . 36
terms of . ° ° . . . . . . 22
Perpetual inventory record for stock controi:
adjustments to physical inventories . . . . 48
meintaining of records . . . . . . 47
recording receipts of materials . . . . 47
recording withdrawals of materials . . . . 48
Petty cash funds, used for minor purchases on production Jobs 31
Philanthropic organizations, labor charges for . . . 12
Physical contrcl of stock . . . . . . 47
Physical inventories:
monthly, in shops using monthly production orders . 40
yearly, of 6.8 stock in all shops . . . . 48
Plans and specifications, need for . . . . . 10
Plant orders:
allotiment charged by . . . . . . . 28
approval of:
: by director ° ° . ° ° . ° ° 29
3 by state director . . . . . . . 29
: charges to:
; materials purchased directly for jobs . . . 31
] materials returned to stock . . . . . 32
3 materials withdrawn from stock . . . . 32
: sales of stock between shops for particular Jjobs . 32
4 spoilage of material . . . . . 33
distribution of copies of . . . . . . 29
estimates for . . 0 . . . . . 28
purpose and form of . . . . . 27

quarterly, used for maintenance repairs and auto laboratories2?




INDEX

Plant orders: (continued)
treatment of, upen completion of jobs

clerk!s action . . . . . . . .

instructor's action . . . . . . .
use of':

extensive repairs to state-owned building . . .

maintenance repairs to stdte-owned buildings

and equipment . . . . . .

materials for automobile laboratories . .
printing jobs done by a school for its own use

production of an article of equipment . .

Pre-numbered forms, control of . . . .

Pricing of stock materials for inventory records .
Printing jobs done by a school for its own use, plant

[ ] [ ] L ] L J [ ] [ ]

[ ] ® [ ] > [ ] L ]

order used for . . . . . . . .
Process, work in, file ., . . . . . . .
Production orders:

approval of, by director . . . . . . .

charges to:
damages to customer's property .
materials purchased directly for jobs
materials returned to stock . .
materials withdrawn from stock . .
sales of stock between shops for particular Jobs
spoilage of material . . . . .

distribution of copies of . . o . . .

monthly:
end of month action . . . . . . .
procedure to be followed during the month . . .
purpose and use . . . . . . .
preparation of ferms , . . . . . . .
put'pose . . * . . ] ] ) . ]
quarterly, used for repairs to state cars for other S.D.E.
units . o ° » . . ° ° ° °
Stock ox ders . ° ° ° °

treatment of, upon completion of job:
clerk's action:
vhen full payment is recorded on & ceposit slip
being submitted with the production order . .
vhen payment has been included on a previous
deposit slip . . .

when production order is to be billed . . o
instructor's action . . . . . . .
used as a contract . . . . . . . .
work in process file . . . . . . . .
Production rates . . . . . . . . .
Public interest, aspects related to . . . . .

Purchases of materials for production work and resale:
allotment charged when purchasing materials . . .

directly for jobs:
by blanket orders . . . . . . .
by individual orders for specific jobs . . .
by uze of petty cash funds . . . . o .
requisition used by instructor for . . . . .
stock materials, ° . ° ° . ° ° °
Q

Quarterly plant orders, used for maintenance repairs and auto
laboratories . . o . . . . .

Quarterly production orders, used for repairs to cars for other
S.D.E. mits [ J [ J [ J [ ] [ ] [ J [ J [ ] [ J

38

38
37
36
23
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124

31

30
31
31
30
30
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INDEX 57

Quotations and contracts:
approval ofs
by director . . . . . . “ . 23
by state director . . . . . . . 24
distribution of forms . . . . . . . 24
not to include tax . . . . . . . . 17
use of forms . . ° . ° ° . ° 23
R
Rates, production . . . . . . . . 12A
Real Work:
t as an aid to cost of training . . . . . . 9
: justification for use of . . . . . . . 8
Receipt, customer's delivery . . . . . . . 36
; Records:
f inventory, perpetual, for control of stecks
adjustment to physical inventories . . . . 48
maintaining of records . . . . . . 47
recording receipts of materials . . . . . 47
recording withdrawals of materials . . . . 48
retention of . . . . 15
Refunds of advance payments, due to cancellation of
production orders:
approval of, by director . . . . . . . 35
clerk?!s action . . . . . . . . 36
instructor's action . . . . . . 35
; preparation and processing of customer's invoice . . 36
1 Repairs to state~owned buildings or equipment, plant order used
% for:
3 extensive repairs . * * ° ° ° ° ° 27
maintenance repairs . . . . . . . 27
Resale, purchases of materials for . . . . . o 30
: Responsibilities:
§ director, general policies . . . . . . 11,16
3 instructors:
control of stock . . . . . . . &7
general policies . . . . . . . 12
‘ Retention of records . . . . . . . . 15
g Returning unused materials to stock, method of crediting
; to production and plant orders . . . . . . 32
” S
. Sales:
‘ daily, in shops using monthly production orders . . . 39,45
. direCt [ ] [ J [ ] [ ] [ ] [} [ ] [ ] 42
- of books, training supplies and tools . . . . 13
‘g of finished goods from stock . . . . . . Lby
3 of scrap 6.8 materials . . . . . . 45
: of stock materials, general policy . . . . . 13
. on account o e . . . . . 40,44
: sales slip form not used for General Fund receipts . . 42
tax:
instructions for computing . . . . . . 17
on production orders . . . . . . . 37
on sales slips . o o o o o o o 43
tc other shops within the school . . . . . 32,44
to other units of the department of education . . . 16,44
use of sales Slip form . o o o o o ° 42
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INDEX
School:
allotment, charging from 6.8 stock to . . .
cost:
on production and plant orders . . . .
on sales of materials . v o . e . .

lunch program, monthly production order procedure
to apply to o o o o o o o

[ ]

Objeetives ° ° . . . . . . .
Scrap 6.8 inventory materials, sales of . . . .
Secretary, state hoard of education, approved by ., .

Specifications:
and plans, need for . . . . . . .
Job, authorization for change to:

approval of:
by director . . . .

by state director ., . . . . .

distribution of copies of forms . . o

preparation of forms, . . . . .

Spoilage of materials . . . . . . .
State:

agencies, other than department of education, labor

charges for . . . . . . .

department of education units, charges for:
general policy . . . . . o e
statement of procedure . . . . . .
director, approval by, required for:
aathorizations for changes to job specifications

contracts o o o o o ° o o
plant orders . o o o o o o o
quotation and contract forms . . . .

Stock:
charging from, to school allotmeat . . . .
control of:

physical . . . . . . . 'y

records for, perpetual inventory:
adjustment to physical inventories
maintaining of.recérds . .
recording receipts of materials
recording withdrawals of materials

responsibility for o o .
materials: :

physical inventories of . . . . . .

purchases of . . . . . . . .

purpose and character of " . . . .

returning of, method of crediting to production
and plant orders o o . . . .

sales of:

direct . . . .
finished goods . . .
general rolicies . .
on account . . .
scrap 6.8 materials . .

to other shops within the schoo .
to other units of the department of education

use of sales slip form . o e .
withdrawals of, method of charging to production
and plant orders o e . . . .
production orders for o e . . . .

®
®
®
®
?
®
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INDEX 59

Students:
labor charges on production work for . . . 12
sales of books, training supplies and tools to . . 13
work performed for . . . . . . 10
Supervision, by director, general pOllCiGS . . . 11
T
Tax, sales:
instructions for computing o o . . . 17
on produCtion orders , ° . * * . . 37
on sales slips . . . o e . . . 43
quotation not to include . e o . . . 17
Terms of payment . . . e . . . 22
Tools, sales of, to students . o e . . . 13
Training costs, production work as an aid to . . . 9
Training supplies, sales of, to students . . . 13

U
Unit prices, on stock materials, method Sor computing . 47
Unused material, returned to stock, method of crediting
to preduction and plant orders . . . . 33

W

; Withdrawals of materials from stock, method of charging
' to production and plant orders . . . . . 32
: Work in process file . o o . . . . 27




